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Donna Meade
From:

Barbara Ender [b.ender@morehead-st.edu]

Sent:

Thursday, January 04, 2007 3:05 PM

To:

m. weathers@moreheadstate.edu; k.kappes@moreheadstate .edu; m. walters@moreheadstate.edu;
'Michael Moore'; b.patrick@moreheadstate.edu; b.hutchinson@moreheadstate.edu;
d.seelig@moreheadstate.edu; j.fitzpatrick@moreheadstate.edu; f.botts-butler@moreheadstate .ed u

Cc:

Carol Johnson

Subject: NAMING POLICY

Please distribute the attached Naming Policy, approved by the Board of Regents in the December meeting, to
appropriate staff in your division or unit.
Distribution should include Deans, Chairs, and Directors. THANK YOU.
Barbara A. Ender
Vice President for Development
CEO, MSU Foundation, Inc.
Morehead State University
Office: 606-783-2599
FAX: 606-783-5089

1/8/2007
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NAMING POLICY
Morehead State University

1. Purpose
The purpose ofthis statement is to outline University policies and procedures regarding
the naming of University grounds, facilities, and buildings, as well as naming the areas
within buildings. Also included in the policy, but not requiring Board of Regents
approval is the naming of academic components such as colleges, chairs, professorships
and endowments. The Board of Regents is the sole authorizing body for the naming of
facilities.

2. Scope
This policy applies to the naming of present or future facilities, areas within existing or
future facilities, existing facilities which have undergone major renovations, areas on
University grounds for which a naming opportunity exits or academic components.

3. Objective
In anticipation of new thresholds of private support, including the potential for major
gifts made in response to naming opportunities, this policy specifies procedures for the
solicitation and acceptance of named gifts, as well as other procedures to be followed in
naming facilities for individuals and/or corporations.

4. Policy
It has historically been the practice of the MSU Board of Regents to name buildings or
parts of buildings for prominent persons, living or deceased. In anticipation of increased
activity for major gift fundraising for the construction, renovation and furnishing of MSU
facilities, the Regents will place primary emphasis on private funding in its naming
policy.

5. Responsibilities
A committee consisting of representation from the Alumni Board, the MSU Foundation
Board, the Board of Regents, the President's Cabinet, the Development Division and
University Relations will review facility naming opportunities when major gift proposals
are developed. If appropriate, the committee will recommend naming to the President,
who will determine if the proposal should be taken to the Board of Regents for final
approval. The Board of Regents shall have the final authority on all facility naming
opportunities.
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Naming Policy (cont'd)

6. Definitions
a.

Named gift opportunities: Gifts can be made to the University with the
purpose of naming a building or part of a building, or a University
landscape feature or academic component, for an individual, family or
corporation. When criteria for gift acceptance and naming have been met,
the University will recognize such a contribution by naming a facility or
academic component for the individual, family or business entity.

b. Other Naming opportunities: In certain circumstances, the Board of
Regents may name major facilities for prominent persons, living or
deceased. The criteria to be used as a guide when determining the
appropriateness of naming a facility in non-gift circumstances will include
outstanding service and/or generosity to the University; substantial
contribution to the development of the University; or life and actions
epitomizing the ideals of the University community.

7. Procedures
The Vice President for Development will coordinate all cultivation and
solicitation efforts for named gifts. Individuals within the University community
who believe that significant possibilities exist for a named gift should consult with
the Vice President for Development before contacting the potential donor.
a. Named gift opportunities: When a named gift opportunity is developed as
part of an overall major gift solicitation strategy, and is approved for
recommendation to the President by aforementioned committee, the Vice
President for Development will apprise the President on the nature of the
proposed gift, the facilities in consideration and prospective donor(s). The
President will confer with the Chair of the Board of Regents who will make a
recommendation for approval to the full Board. Once approved and funded,
the name given to a facility or program or unit shall continue to be used for
the life of the facility, program, or unit, unless there are exceptional and
unique circumstances.
The credentials, character and reputation of the individual, corporation or
foundation being considered for such recognition, and the compatibility of the
name with the function or scope of the facility or academic component must
be carefully evaluated.
b. Non-gift opportunities: When naming opportunities are present, the Vice
President for Development, in consultation with the President and President's
Cabinet, will determine if named gift possibilities have been exhausted or if a
non-gift naming opportunity is preferable.
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Naming Policy (cont'd)

8. Distribution of Policy
This policy will be distributed to the following: President, Cabinet, Deans,
Department Chairs, and Directors.

9. Rescission/Revision
This policy shall not be rescinded or revised except by the action of the MSU
Board of Regents.

3

.
Attachment

Naming Policy

NAMED GIFT OPPORTUNITIES
The University will actively seek major gifts for naming purposes. The following
is a schedule of suggested gift ranges, which will be reviewed periodically by the
President and Vice President for Development as circumstances warrant.

a. Buildings and other areas within buildings:
New Construction: 25 % of projected cost
Renovation: 25 % of projected cost
Auditorium or Lecture Hall: $100,000 - $250,000
Classroom or Laboratory: $25,000 - $50,000
Other smaller areas within buildings: $10,000 - $25,000
Athletic Facilities: 25% of projected cost
Courtyards, Plazas, and Commons: $100,000 - $250,000
Landscaped areas: 100% of projected cost

b. Academic components:
Named College: $3,000,000
Endowed /Named Chair: $500,000
Endowed/Named Professorship: $250,000
Endowed/Named Scholarship: $25,000
Endowed undergraduate/graduate Fellowship: $100,000
Endowed Cultural or Lecture Series: $500,000 - $1 ,000,000
Named Institute/Program/Center: $1 ,000,000
Library/or Other Named Programmatic Support: $25,000
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UAR NUMBER:
TITLE:

100.04

Acceptance of Transfer Credit For Undergraduate & Graduate Students

ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 01/ l 3/ 1992
REVISION DATE(S): 06/01/2009; 12/07/20 12; 07/12/201 8
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
To establish acceptability of transfer credit.

SCOPE:
All undergraduate & graduate students seeking transfer credit.

OTHER (SPECIFY):

DESCRIPTION (INCLUD E DEFINITIONS):
Morehead State University adheres to the criteria pertaining to transfer credit set fort h by the Southern Association
Commission on Colleges. In accordance with these guidelines, no contractual or consortia agreement will be entered into
with an institution which is not accredited or a candidate to be accred ited by a regional accrediting assoc iation to offer
credit at the appropriate degree or certifi cate level. Any exception must be approved by the Commission on Colleges in
advance of the fo nnation of or participation in the consortium. The Commission on Co lleges reserves the right to prohibit
the use of its accredi tation to authenticate courses or programs offered under contract.
Undergraduate Students
Transfer Credit from Non-Regiona lly Accredited Co ll eges:
All transfer credit from non-regionally accredited Colleges will be indivi dually evaluated by the Dean of the College in
which the student is seeki ng a degree. Transfer credit wi ll be granted only when:
I . The student has completed a minimum of 12 semester hours at Morehead State University and achi eved a minimum
GPA of2.0.
2. The course being transferred corresponds to one offered in the Morehead State Univers ity undergraduate cata log in
effect at the time the transfer is sought;
3. The student has earned a grade of "C" or higher in the co urse fo r which transfer credit is being sought;
4. The course was taught by an instructor whose academic credentials meet the Commi ss ion on Coll eges (SACS)
requirements (e.g. generally, at least the Master degree in the teaching field with 18 graduate hours in the teaching
field) . Credit for transfer which was earned more than 10 years before transfer is sought may not be applicab le to
current degree or licensure requirements. For a review, see the dean of the college in which the transfer is sought.
Transfer of Credit from Regionally Accredited Co lleges :
Upon receipt of an official transcript sent directly to MSU from the transfer institution, credit earned at regiona lly
accredited colleges will be posted to the MSU transcript as transfer credi t. Morehead State Univers ity utilizes the
semester calendar system and transfer cred it w ill be converted to semester hours. Grades earned at the transfer institution
will be converted to reflect Morehead State University 's grading sca le. Transfer c redit does not compute in the MSU
GPA. Course level is mai ntained at the same level it was taken at the transfer institution. Courses in w hich a grade lower
than "C" was earned may not be transferred fo r credit in certain majors or areas of concentration.
Morehead State University supports the Block T ra nsfer of Academic Credit Policies as defined by the Kentucky Council
on Postsecondary Education. Transfer students bringing Block course certificati on to the University from other
Kentucky public institutions can be assured that these certifications will be honored.
Transfer of Credit from International Co ll eges or Universities:
Students seek ing transfer credit from an international co llege or uni versi ty should have that institution send an offic ial
transcript to Morehead State Univers ity . In addition, the student shou ld have hi s or her transcript officia lly eva luated by
World Education Services (WES), and have a copy of the official eva luation sent from WES to Morehead State
University. It is the student's responsibility to contact WES and pay all service fees associated with such transactions .

APPROVED BY:
VICE PRESI DENT:

__,/'---4/4~~'-lr--+-~
- - ---,
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DESCRIPTION (CONTINUED):
Morehead State University students studying abroad with partner institutions for which an existing memorandum of
understanding exists may follow a different procedure. Sh1dents shou ld work closely with the Director of Education
Abroad to learn the policies about transferring such co urses. In addition, for cases where no ex isting memorandum of
understanding exists between Morehead State Uni versity and an international college or university from which a student
wishes to transfer credit, the student shou ld work with the Director of Education Ab road before taking the course to learn
whether and how it may be counted as transfer work .

Graduate Sh1dents
Students seeking transfer credit from a regionally accredited graduate institution must have that instih1tion send an
official transcript to the MSU Office of Graduate Programs.
A maximum of nine credi t hours of graduate credit earned at another instih1tion may be accepted toward meeting
requirements for the graduate program provided:
l . The credit has been earned at an accredited graduate institution within 10 years of the date on which the graduate
program requirements are completed;
2. The work is acceptable as credit toward a comparabl e program at the institution from which transfer is so ught;
3. The courses to be transferred carry a mark of "B" or better; and
4. The courses are approved by the advisor, program department chair and/or coordinator and the graduate dean.
Approval may be based on the evaluation ofan institution using these criteria: length of the instrnctional tenn,
freq uency and length of class sessions, avail ab ili ty of library services, course syllabus and/or sta tement of requirements
and faculty member's qualifications.
Morehead State University utilizes the semester calendar system and transfer credit wi ll be converted to semester hours.
Grades earned at the transfer institution wi ll be converted to reflect Morehead State University's grading scale. Transfer
credit does not compute in the MSU GPA. To transfer a course, a course substitution form must be comp leted.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 100.03
Title: Acceptance of Transfer Credit For Undergraduate Students

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 01/13/1992
Revision Dates: 6/01/2009; 12/07/12
I.

Purpose:
Defines the categories under which an excused absence
request can be made, the process for rescheduling missed work, and the
appeals process.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X
BOR policy, specify Undergraduate admissions standards
_X_ UAR, specify Academic practice for granting transfer credit
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
All Students

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
Initial
Adoption:
Revision Dates:
Purpose:
Procedural
Reference For:

01/13/1992
6/1/2009; 12/07/12
To establish acceptab ility of transfer credit.
BOR Policy - Undergraduate Admissions Standards
UAR - Academic Pract ice for Granting Transfer Credit

Scope (Who Is
Covered By
This UAR?):

All undergraduate students seeking transfer credit .

100.03
Acceptance of Transfer Credit For Undergraduate Students
Provost and Vice President for Academic Affairs

Description:
Morehead State University adheres to the criteria pertaining to transfer
credit set forth by the Southern Association Commission on Colleges . In
accordance with these guidelines, no contractual or consortia agreement
will be entered into with an institution which is not accredited or a
candidate to be accredited by a regional accrediting association to offer
credit at the appropriate degree or certificate level. Any exception must
be approved by the Commission on Colleges in advance of the formation
of or participation in the consortium . The Commission on Colleges
reserves the right to prohibit the use of its accreditation to authenticate
courses or programs offered under contract.
Transfer Credit from Non-Regionally Accredited Colleges: All transfer
credit from non -regionally accredited Colleges will be individually
evaluated by the Dean of the College in which the student is seeking a
degree. Transfer credit will be granted only when:

1. The student has completed a minimum of 12 semester hours at
Morehead State University and achieved a minimum GPA of 2.0.
2. The course being transferred corresponds to one offered in the
Morehead State University undergraduate catalog in effect at
the time the transfer is sought;
3. The student has earned a grade of "C" or higher in the course
for which transfer credit is being sought;
4. The course was taught by an instructor whose academic
credential s meet the Commission on Colleges (SACS}
requirements (e .g. generally, at least the Malter d~gree in the
teaching fi eld with 18 graduate hours in the teaching field).
Credit for transfer which was earned more than 10 years
before transfer is sought may not be applicable to current
degree or licensure requ irements. For a review, see the dean of

the college in which the transfer is sought.
Transfer of Credit from Regionally Accredited Colleges:
A transfer student is eligible for unconditional admission to Morehead
State University if his/her grade-point average (g.p.a.) is 2.0 or better on
a 4.0 scale and if that student is in good standing at all previously
attended institutions. Courses in which you have a grade lower than "C"
may not be transferred for credit in certain majors or areas of
concentration. Consult your academic advisor. Transfer credit does not
compute in your MSU GPA. Students transferring into baccalaureatedegree programs with fewer than 24 semester hours of transfer credit
applicable to a baccalaureate degree will be admitted, subject to the
same admission criteria as that of an entering freshman. Students should
use the Know How To Transfer website at www.knowhow2goky.org.
to view degree programs at participating colleges and universities,
view course equivalencies and develop an academic check sheet that
determines how courses fulfill requirements at MSU. Morehead State
University supports the Block Transfer of Academic Credit Policies as
defined by the Kentucky Council on Postsecondary Education . Transfer
students bringing Block course certification to the University from other
Kentucky public institutions can be assured that these certifications will
be honored . Students transferring into baccalaureate degree programs
with grade point averages below 2.0 on a 4.0 scale are subject to the
requirements of the precollege curriculum . If these students have PCC
deficiencies, the students will be admitted on "probation" status, and
their PCC deficiencies must be removed according to Morehead State
University's "Application of the Pre-College Curriculum ." These are
minimum requirements . Each program may require more stringent
requirements. To be admitted to the University as a transfer student
from other colleges and universities, you should submit to Undergraduate Admissions in the Office of Enrollment Services: (1) a completed
Undergraduate Admission and scholarship Application; (2) transcript(s)
from all school(s) previously attended including high school if transferring
with fewer than 24 semester hours); and (3) an application fee .

Morehead State University adheres to the criteria pertaining to transfer credit
set forth by the Southern Association Commission on Colleges. In accordance
with these guidelines, no contractual or consortia agreement will be entered
into with an institution which is not accredited or a candidate to be accredited
by a regional accrediting association to offer credit at the appropriate degree
or certificate level. Any exception must be approved by the Commission on
Colleges in advance of the formation of or participation in the consortium . The
Commission on Colleges reserves the right to prohibit the use of its
accred itation to authenticate courses or programs offered under contract .
Transfer Credit from Non-Regionally Accredited Colleges: All transfer credit
from non-regionally accredited Colleges will be individually evaluated by the
Dean of the College in which the student is seeking a degree. Transfer credit
will be granted only when:
1. The student has completed a minimum of 12 semester hours at
Morehead State University and achieved a minimum GPA of 2.0.
2. The course being transferred corresponds to one offered in the
Morehead State University undergraduate catalog in effect at
the time the transfer is sought;
3. The student has earned a grade of "C " or higher in the course
for which transfer credit is being sought;
4. The course was taught by an instructor whose academic credentials
meet the Commission on Colleges (SACS) requirements (e .g. generally,
at least the Master degree in the teaching field with 18 graduate hours
in the teaching field). Credit for transfer which was earned more than
10 years before transfer is sought may not be applicable to current
degree or licensure requirements. For a review, see the dean of the
college in which the transfer is sought.
Transfer of Credit from Regionally Accredited Colleges:
A transfer student is eligible for unconditional admission to Morehead State
University if his/her grade-point average (g.p.a.) is 2.0 or better on a 4.0 scale
and if that student is in good standing at all previously attended institutions.
Courses in which you have a grade lower than "C" may not be transferred for
credit in certain majors or areas of concentration . Consult your academic
advisor. Transfer credit does not compute in your MSU GPA.
Students transferring into baccalaureate-degree programs with fewer than 24
semester hours of transfer credit applicable to a baccalaureate degree will be
admitted, subject to the same admission criteria as that of an entering
freshman .
Students should use the Know How To Transfer website at www.knowhow2goky.org.
to view degree programs at participating colleges and universities,
view course equ ivalencies and develop an academic check sheet that
determines how courses fulfill requirements at MSU .
Morehead State University supports the Block Transfer of Academic Credit

Policies as defined by the Kentucky Council on Postsecondary Education .
Transfer students bringing Block course certification to the University from
other Kentucky public institutions can be assured that these certifications will
be honored.
Students transferring into baccalaureate degree programs with grade point
averages below 2.0 on a 4.0 scale are subject to the requirements of the precollege
curriculum. If these students have PCC deficiencies, the students will be
admitted on " probation" status, and their PCC deficiencies must be removed
according to Morehead State University's "Application of the Pre-College
Curriculum."
These are minimum requirements. Each program may require more stringent
requirements.
To be admitted to the University as a transfer student from other colleges and
universities, you should submit to Undergraduate Admissions in the Office of
Enrollment Services: (1) a completed Undergraduate Admission and scholarship
Application; (2) transcript(s) from all school(s) previously attended including
high school if transferring with fewer than 24 semester hours); and (3) an
application fee .

f
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UAR Number:
Title:
Originator:
Initial
Adoption:
Revision Dates:
Purpose:
Procedural
Reference For:

100.03
Acceptance of Transfer Credit For Undergraduate Students

01/13/1992
6/1/2009; 12/07/12
To establish acceptability of transfer credit.
BOR Policy- Undergraduate Admissions Standards
UAR - Academic Practice for Granting Transfer Credit

Scope (Who Is
Covered By
This UAR?):

All undergraduate students seeking transfer credit.

Provost and Vice President for Academic Affairs

Description:
Morehead State University adheres to the criteria pertaining to transfer
credit set forth by the Southern Association Commission on Colleges. In
accordance with these guidelines, no contractual or consortia agreement
will be entered into with an institution which is not accredited or a
candidate to be accredited by a regional accrediting association to offer
credit at the appropriate degree or certificate level. Any exception must
be approved by the Commission on Colleges in advance of the formation
of or participation in the consortium . The Commission on Colleges
reserves the right to prohibit the use of its accreditation to authenticate
courses or programs offered under contract.
Transfer Credit from Non-Regionally Accredited Colleges : All transfer
credit from non-regionally accredited Colleges will be individually
evaluated by the Dean of the College in which the student is seeking a
degree. Transfer credit will be granted only when:
1. The student has completed a minimum of 12 semester hours at
Morehead State University and achieved a minimum GPA of 2.0.
2. The course being transferred corresponds to one offered in the
Morehead State University undergraduate catalog in effect at
the time the transfer is sought;
3. The student has earned a grade of "C" or higher in the course
for which transfer credit is being sought;
4. The course was taught by an instructor whose academic
credentials meet the Commission on Colleges (SACS)
requirements (e.g. generally, at least the Master degree in the
teaching field with 18 graduate hours in the teaching field).
Credit for transfer which was earned more than 10 years
before transfer is sought may not be applicable to current
degree or licensure requirements. For a review, see the dean of

the college in which the transfer is sought.
Transfer of Credit from Regionally Accredited Colleges:
A transfer student is eligible for unconditional admission to Morehead
State University if his/her grade-point average (g.p.a.) is 2.0 or better on
a 4.0 scale and if that student is in good standing at all previously
attended institutions. Courses in which you have a grade lower than "C"
may not be transferred for credit in certain majors or areas of
concentration. Consult your academic advisor. Transfer credit does not
compute in your MSU GPA. Students transferring into baccalaureatedegree programs with fewer than 24 semester hours of transfer credit
applicable to a baccalaureate degree will be admitted, subject to the
same admission criteria as that of an entering freshman. Students should
use the Know How To Transfer website at www.knowhow2goky.org.
to view degree programs at participating colleges and universities,
view course equivalencies and develop an academic check sheet that
determines how courses fulfill requirements at MSU . Morehead State
University supports the Block Transfer of Academic Credit Policies as
defined by the Kentucky Council on Postsecondary Education. Transfer
students bringing Block course certification to the University from other
Kentucky public institutions can be assured that these certifications will
be honored. Students transferring into baccalaureate degree programs
with grade point averages below 2.0 on a 4.0 scale are subject to the
requirements of the precollege curriculum. If these students have PCC
deficiencies, the students will be admitted on "probation" status, and
their PCC deficiencies must be removed according to Morehead State
University's "Application of the Pre-College Curriculum ." These are
minimum requirements. Each program may require more stringent
requirements. To be admitted to the University as a transfer student
from other colleges and universities, you should submit to Undergraduate Admissions in the Office of Enrollment Services: (1) a completed
Undergraduate Admission and scholarship Application; (2) transcript(s)
from all schoo l(s) previously attended including high school if transferring
with fewer than 24 semester hours) ; and (3) an application fee.

Approved by: Wayne D. Andrews , President, 01/07/2013

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

100.02

Title: Acceptance of Transfer Credit for Undergraduate Students

Originator: Provost & Vice President for Academic Programs
Initial Adoption: 1/13/1992
Revision Dates:

I.
II.

Purpose:

Clarification of Transfer Credit Acceptance

Procedural Reference for:
__
__
X
X
__

Ill.

6/1/2009

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify: Undergraduate admissions standards
UAR, specify: Academic practice for granting transfer credit
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): All undergraduate students seeking
transfer credit.

Attach a description of the UAR.

(Description Attached)

Approved by:

6/1/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled: 100.02: Acceptance of Transfer Credit for Undergraduate Students
Date: 6/1/2009
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X
__L

Student Government Association
University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:

100.02

Title:
Originator:

Acceptance of Transfer Credit For Undergraduate Students

Initial
Adoption:

Provost and Vice President for Academic Affairs

Revision Dates:

01/13/1992
6/1/2009

Purpose:

To establish acceptability of transfer credit .

Procedural

BOR Policy - Undergraduate Admissions Standards
UAR - Academic Practice for Granting Transfer Credit

Reference For:

Scope (Who Is
Covered By

All undergraduate students seeking transfer credit.

This UAR?):
Description:

Morehead State University adheres to the criteria pertaining to transfer credit
set forth by the Southern Association Commission on Colleges. In accordance
with these guidelines, no contractual or consortia agreement will be entered
into with an institution which is not accredited or a candidate to be accredited
by a regional accrediting association to offer credit at the appropriate degree
or certificate level. Any exception must be approved by the Commission on
Colleges in advance of the formation of or participation in the consortium . The
Commission on Colleges reserves the right to prohibit the use of its
accreditation to authenticate courses or programs offered under contract .
Transfer Credit from Non-Regionally Accredited Colleges : All transfer credit
from non -regionally accredited Colleges will be individually evaluated by the
Dean of the College in which the student is seeking a degree. Transfer credit
will be granted only when:
1. The student has completed a minimum of 12 semester hours at
Morehead State University and achieved a minimum GPA of 2.0.
2. The course being transferred corresponds to one offered in the
Morehead State University undergraduate catalog in effect at
the time the transfer is sought;
3. The student has earned a grade of "C" or higher in the course
for which transfer credit is being sought;
4. The course was taught by an instructor whose academic credentials
meet the Commission on Colleges (SACS) requirements (e .g. generally,
at least the masters degree in the teaching field with 18 graduate hours
in the teaching field). Credit for transfer which was earned more than
10 years before transfer is sought may not be applicable to current
degree or licensure requirements. For a review, see the dean of the
college in which the transfer is sought.

Transfer of Credit from Regionally Accredited Colleges:
A transfer student is eligible for unconditional admission to Morehead State
University if his/her grade-point average (g.p.a.) is 2.0 or better on a 4.0 scale
and if that student is in good standing at all previously attended institutions.
Courses in which you have a grade lower than " C" may not be transferred for
credit in certain majors or areas of concentration . Consult your academic
advisor. Transfer credit does not compute in your MSU GPA.
Students transferring into baccalaureate-degree programs with fewer than 24
semester hours of transfer credit applicable to a baccalaureate degree will be
admitted , subject to the same admission criteria as that of an entering
freshman.
Students should use the Kentucky Course Applicability systems (CAS} to better
understand the courses that will be transferred and the courses equivalencies.
CAS is a Web based multi-state decentralized advising system that makes
transfer seamless from college to college in Kentucky. Using CAS, transfer
students can view degree programs at participating colleges and universities,
view course equivalencies and develop an academic check sheet that
determines how courses fulfill requirements at MSU . Access CAS online at
www.kytransfer.org.
Morehead State University supports the Block Transfer of Academic Credit
Policies as defined by the Kentucky Council on Postsecondary Education .
Transfer students bringing Block course certification to the University from
other Kentucky public institutions can be assured that these certifications will
be honored .
Students transferring into baccalaureate degree programs with grade point
averages below 2.0 on a 4.0 scale are subject to the requirements of the precollege curriculum. If these students have PCC deficiencies, the students will be
admitted on "probation" status, and their PCC deficiencies must be removed
according to Morehead State University's "Application of the Pre-College
Curriculum ."
These are minimum requirements. Each program may require more stringent
requirements .
To be admitted to the University as a transfer student from other colleges and
universities, you should submit to Undergraduate Admissions in the Office of
Enrollment Services : (1) a completed Undergraduate Admission and scholarship
Application ; (2) transcript(s) from all school(s) previously attended including
high school if transferring with fewer than 24 semester hours); and (3) an
application fee .
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number:
100 . 01
Title: Acceptance of Transfer credit

Originator: Vice President for Academic Affairs
Initial Adoption:
January 13, 1992
Revision Dates:
I.

II.

Purpose: To establish acceptablility of transfer credit.

Procedural Reference for:

X
X

III.

KRS, specify
CHE policy, specify_ _ _ _ _ _ _ _---,----,-------,-----::-BOR policy, specify Undergraduate Admissions standards
UAR specify Academic practice for granting transfer
credit
Other, specify

Scope (Who is covered by this UAR?):
All undergraduate students seeking transfer credit.

Attach a description of the UAR.

Approve~

c.

QsonGrote, ~

Date

UARII 100.0 1

•

Acceptance of Transfer credit

Morehead State University adheres to the criteria pertaining
to transfer credit set forth by the Southern Association Commission
on Colleges. In accordance with these guidelines, no contractual
or consortial agreement will be entered into with an institution
which is not accredited or a candidate to be accredited by a
regional accrediting association to offer credit at the appropriate
degree or certificate level. Any exception must be approved by the
Commission on Colleges in advance of the formation of or
participation in the consortium.
The Commission on Colleges
reserves the right to prohibit the use of its accreditation to
authenticate courses or programs offered under contract.
Transfer Credit From Non-regionally Accredited Institutions:
All transfer credit from non-regionally accredited institutions
will be individually evaluated by the Dean of the College in which
the student is seeking a degree. Transfer credit will be granted
only when:

•

1.

the course being transferred corresponds to one offered
in the Morehead State University undergraduate catalog in
effect at the time the transfer is sought;

2.

the student has earned a grade of "C" or higher in the
course for which transfer credit is being sought;

3.

the course was taught by an instructor whose academic
credentials meet the Commission on College (SACS)
requirements (e.g. generally, at least the masters degree
in the teaching field with 18 graduate hours in the
teaching field).

Credit for Training in the Armed Services:
Credit will be
granted for training obtained through the armed services in
accordance with the Servicemembers Opportunity Colleges (SOC)
Principles and Criteria which attempt to minimize loss of credit
and avoid duplication of coursework while maintaining the integrity
of the institution's programs.
1.

All credit granted for training in the armed forces must
be evaluated using "ACE Guidelines."

2.

Academic residency requirements will be no more than 25
percent of the undergraduate degree program for
servicemembers.

Academic Standards Required for Transfer: A transfer student
is eligible for admission to Morehead State University if his/her
grade-point average (g.p.a.) is 2.0 or better on a 4.0 scale and if
that student is in good standing at the last institution attended.

UAR/I 100.01

Morehead State University adheres to Kentucky Revised Statutes
for the acceptance of transfer credit, and specifically follows the
University of Kentucky Community College System Transfer Guide
(rev. May 15, 1991) for credit transferred to Morehead State
University from University of Kentucky Community Colleges. Other
guidelines are consulted for credit from individual colleges and
universities.
All credits earned will be transferred but only hours up to a
cumulative g. p.a. of 2. o will be credited to the total hours
earned.
Students transferring into baccalaureate-degree programs with
fewer than 24 semester credit hours applicable to a baccalaureate
degree and students transferring into baccalaureate degree programs
with grade point averages below 2.0 on a 4.0 scale are subject to
the requirements of the pre-college curriculum. If these students
have PCC deficiencies, the students will be admitted conditionally,
and their PCC deficiencies must be removed according to Morehead
State University's "Application of the Pre-College Curriculum."
These are minimum requirements.
stringent requirements.

Each program may adopt more

Advising and Placement: To facilitate advising and placement,
students who have earned twenty-four hours (24) or fewer semester
hours credit must submit ACT scores and high school and college
transcripts to facilitate appropriate advising and placement.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 101. 01
Title:

student Loads

Originator: Vice President for Academic Affairs
Initial Adoption:
January 13, 199 2
Revision Dates:
I.

II.

Purpose:

for permitted student

Procedural Reference for:

X

III.

To establish guidelines
loads.

KRS, specify
---,-------------------CHE policy, specify
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify
UAR, specify
Other, specify Advising Procedures

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

C. Nelson Grote, President

Date

All students.

UAR# 101.01

Student Loads
In order to be considered a full-time undergraduate
student, a student must maintain enrollment for at least 12
semester hours during a regular semester.
In order to be
considered a full-time graduate student, a student must maintain
enrollment for at least 9 semester hours during a regular semester.
Audited courses do not contribute toward a full-time load.

Minimums:

The maximum load to be carried by an undergraduate
student during any semester, including correspondence courses and
audited courses, shall be 18 credit hours.
The maximum load per
semester for graduate students shall be 15 credit hours.
The
maximum load for any student during a summer session shall be 7
credit hours. Enrollment in 19 to 21 credit hour is considered an
overload.
Undergraduate students desiring to register for an
overload must have the approval of the student advisor and
department chair.

Maximums:

Students
College dean.

denied

overloads

may

appeal

to

the

appropriate

It is expected that NO student shall be allowed to enroll in
more than 21 hours in a regular semester.

UAR NUMBER:

102.03

TITLE: Course Numbering
ORIGINATOR(S):
Provost and Vice President for Academic Affa irs

INITIALADOPTION: 01/13/ 1992
REVISION DATE(S): 03/01/2010; 07/12/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
To establish the appropriate class level for course numbers.

SCOPE:
Undergraduate and Graduate students

OTHER (SPECIFY):

DESCRIPTION !INCLUDE DEFINITIONS):
Course Numbers:
Courses are numbered as follows:
Below I 00 Developmental Courses
l 00 - 199 Freshman Courses
200 - 299 Sophomore Courses
300 - 399 Junior Courses
400 - 499 Senior Courses
600 - 699 Graduate Courses
800-899 Graduate Courses (Ed.D. Program)
Courses may be taken only one level above a student's present classification.

APPROVED BY:
VICEPRESID ENT:

~

/,},/

APPROPRIATE INSTITUTIONAL REVIEW:

~

q::'~<-<..., e x ? _ ~

DATE:
DATE:

/f1z../18
7 / / ;J.j /If

PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: / /1z./1'B:

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

102.02

Title:

Course Numbering

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 01/13/1992
Revision Dates: 03/01/2010
To establish the appropriate class level for course numbers

I.

Purpose:

II.

Procedural Reference for:

__
__
__
__
x
Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

Advising Procedures

Scope (Who is covered by this UAR?):
Undergraduate and Graduate Students

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption :
Revision Dates:
Purpose :
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

102.02
Course Numbering
Provost and Vice President for Academic Affairs
01/13/1992
03/01/2010
To establish the appropriate class level for course numbers
Other - Advising Procedures

Undergraduate and Graduate Students.

Course Numbers: Courses are numbered as follows :
Below 100 Developmental Courses
100 - 199 Freshman Courses
200 - 299 Sophomore Courses
300 - 399 Junior Courses
400 - 499 Senior Courses
600 - 699 Graduate Courses
800-899 Graduate Courses (Ed.D. Program)
Courses may be taken only one level above a student's present classification.
Students in the final semester of undergraduate study who have a minimum
GPA of at least 2.5 may apply to enroll concurrently in courses for graduate
credit according to the following limitations:
Semester Hours of
Undergraduate Credit
Needed
9
6

Semester Hours of
Graduate Credit
Allowed

3

3
6
9

If the work for a baccalaureate degree is being completed during a summer
term, the combined course load is not to exceed six semester hours.
Application for permission to take graduate and special academic programs
must be made prior to registration. Forms are available in the Office of
Graduate Programs. Seniors taking graduate courses pay graduate fees. If
for any reason requirements for the baccalaureate degree are not
completed during the term in question, no further permission will be given
to register for graduate courses until regular admission to graduate study
has been granted.
Approved by: Wayne D. Andrews, President Date:

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

102,01102.02
Course Numbering
Vice President for Academic Affairs

01/13/1992

xx/xx/xxxx
To establish the appropriate class level for course numbers
Other - Advising Procedures
Undergraduate and Graduate Students.

Course Numbers : Courses are numbered as follows :
Below 100 Developmental Courses
100 - 199 Freshman Courses
200 - 299 Sophomore Courses
300 - 399 Junior Courses
400 - 499 Senior Courses
500 599 Senior & Graduate Courses
600 - 699 Graduate Courses

800-899 Graduate Courses (Ed .D. Program)
Courses may be taken only one level above a student's present classification .
except for 500 le¥el courses which may be taken at any level below a
student's present classification.
/\ course numbered 500 will be taught at the undergraduate le1t1el by
graduate faculty, and graduate students enrolled must meet additional
course requirements to recei 1.«e graduate credit for the course./\ statement
of these requirements must be included in a syllabus and distributed to
graduate students enrolled in a 500 le 1.«el course at the beginning of the
semester. The work must be of a tangible nature and be kept on file by the
instructor for three years . The Graduate Dean is responsible for monitoring
500 lei.1el courses to ensure that appropriate additional work is required to
maintain a substantial difference between undergraduate and graduate
instruction .
Students in the final semester of undergraduate study who have a minimum
f½ir.tt. GPA of at least 2.5 may apply to enroll concurrently in courses for
graduate credit according to the following limitations:

Semester Hours of
Undergraduate Credit
Needed
9

6
3

Semester Hours of
Graduate Credit
Allowed

3
6
9

If the work for a baccalaureate degree is being completed during a summer
term, the combined course load is not to exceed six semester hours.
Application for permission to take graduate and special academic programs
must be made prior to registration . Forms are available in the Office ofi
Graduate Programs Graduate Office. Seniors taking graduate courses pay
~
graduate fees. If for any reason requirements for the baccalaureate
degree are not completed during the term in question, no further
permission will be given to register for graduate courses until regular
admission to graduate study has been granted .
Recommended Implementation :
1. Departments will be given until the spring 1991 semester to
implement these changes.
2. Catalog copy whi ch reflects these changes will be completed by
March, 1991.
3.

/\II university publications which contain information about course
numbering must reflect these changes by the spring 1991 semester.

4. The Uni•wiersity Undergraduate Curriculum and the Graduate
Committee will expedite these changes.
Approved by: C. Nelson Grote, President Date: 01/13/1992

MOREUBAI?.::§TATE
UNI\Q?Il.§fil}1!?MINIS1RATIVBIREGUEATION @t >
·····
/. :,.(JJ;A:R)i
Number:

10 2. 01

Title: COURSE NUMBERING
Originator: Vice President for Academic Affairs and
Dean of Faculty

Initial Adoption:

January 13, 1992

Revision Dates:
I.

II.

Purpose:

To establish the appropriate class level for course numbers.

Procedural Reference for:
KRS, specify

- - -_
-_
-_
-_
-_
-_
-_
-_
-- - CHE policy, specify
__________ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ x_ Other, specify
Advising Procedures
ill.

Scope (Who is covered by this UAR?):
Undergraduate and Graudate Students.

Attach a description of the UAR.

C. Nelson drote

Date

UAR/t 102 .01

course Numbering
Purpose:
numbers.

To establish the appropriate class level

course Numbers:

for course

Courses are numbered as follows:
Below
100 200 300 400 500 600 -

100
199
299
399
499
599
699

Developmental Courses
Freshman Courses
Sophomore Courses
Junior Courses
Senior Courses
Senior & Graduate Courses
Graduate Courses

Course may be taken only one level above a student's present
classification except for 500-level courses which may be taken only
by seniors and graduate students.
Courses may be taken at any
level below a student's present classification.
A course numbered 500 will be taught at the undergraduate
level by graduate faculty, and graduate students enrolled must meet
additional course requirements to receive graduate credit for the
course.
A statement of these requirements must be included in a
syllabus and distributed to graduate students enrolled in a 500level course at the beginning of the semester. The work must be of
a tangible nature and be kept on file by the instructor for three
years. The Graduate Dean is responsible for monitoring 500-level
courses to ensure that appropriate additional work is required to
maintain a substantial difference between undergraduate and
graduate instruction.
Students in the final semester of undergraduate study who have
a minimum g.p.a. of at least 2.5 may apply to enroll concurrently
in courses for graduate credit according to the following
limitations:
Semester Hours of
Undergraduate Credit
Needed
9
6
3

Semester Hours of
Graduate Credit
Allowed
3
6
9

If the work for a baccalaureate degree is being completed
during a summer term, the combined course load is not to exceed six
semester hours.
Application for permission to take graduate and
special academic programs prior to registration.
Forms are
available in the Graduate Office. Seniors taking graduate courses
pay undergraduate fees.
If for any reason requirements for the
baccalaureate degree are not completed during the term in question,
no further permission will be given to register for graduate
courses until regular admission to graduate study has been granted.

UAR# 102 . 01

Recommended Implementation:

1.

Departments will be given until the spring 1991 semester
to implement these changes.

2.

Catalog copy which reflects
completed by March, 1991.

3.

All university publications which contain information
about course numbering must reflect these changes by the
spring 1991 semester.

4.

The University Undergraduate Curriculum and the Graduate
Committee will expedite these changes.

these

changes

will

be

\
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Number:

103 . 0 1

Title: Extraordinary Faculty Compensation--Summer Courses
Originator:

Vice President for Academic Affairs and Dean of
Faculty

Initial Adoption:

2/2 5/ 92

Revision Dates:
I.

Purpose:
To establish guidelines for the administration for the compensation of faculty
teaching summer courses.

II.

Procedural Reference for:
__
__
_ x_
__
_ _

III.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _PAc-10_ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University faculty.

Attach a description of the UAR.

C. Nelson Grote

Date

103.01

Morehead State University
University Administrative Regulation

Title:

Extraordinary Faculty Compensation--Summer Courses

Purpose:

To establish guidelines for the administration for the compensation of faculty
teaching summer courses.

Procedures:

1.

A faculty member shall not teach more than 12 semester hours during
the summer or more than 6 semester hours in a single summer session.

2.

Department chairs shall not develop a schedule of summer classes that
will require faculty to exceed teaching 6 semester hours per session or
a total of 12 semester hours for both summer sessions.

3.

Unanticipated or unavoidable circumstances or emergencies that
require the assignment of extra teaching responsibilities to faculty
members that will exceed the prescribed limits must be approved in
advance by the Vice President for Academic Affairs and Dean of
Faculty. Once approved, the faculty member will be paid for those
hours.

UAR NUMBER:

104.03

TITLE: Tuition Credit Po licy When Student Withdraws From University
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/1992
REVISION DATE(S): 03/01/201 0; 08/21/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To establish a refund (credit) schedule for students who withdraw from the University.
Procedural References: KRS 164

SCOPE:
All students

DESCRIPTION (INCLUDE DEFINITIONS):
If a student desires to withdraw from the University the student requests to withdraw at the Office of the Registrar.

Credits I Adjustments:
Tuition, housing, and course fees may be credited to students who withdraw during estab lished time periods following
the start of each term. Meal plan accounts may be credited in accordance with the percentages listed below or the actual
account balance, whichever is smaller. All other fees are not refundable. Credit periods and amounts are as follows :
Fall and Spring
Semesters
First six days of classes
Next five days of classes
Next five days of classes
Next five days of classes

Credit
Percentages
100%
75%
50%
25%

Note: No credits are given after the first twenty-one days of classes.
Summer I and Summer
II Sessions
(Four week sessions)
First two days of classes
Next two days of classes
Next two·days of classes
Next two days of classes

Credit
Percentages

100%
75%
50%
25%

Note: No credits are given after the first eight days of classes.
Summer Maymester
(Three week session)
First two days of classes
Next one day of classes
Next one day of classes
Next one day of classes

Credit
Percentages
100%
75%
50%
25%

Note: No credits are given after the first five days of classes.

APPROVED BY:
DATE:

'6}2.,j \S

APPROPRIATE INSTITUTIONAL REVI EW: _ _ _ _ _ _ _ _ _ _ _ _ __ _ DATE:

SJ:2-l I/,~

PRESID ENT:

8J2-,j,'&

VICE PR ESID ENT:

DATE:

DESCRIPTION (CONTINUED):
Summer Session
(Eight week and
nine week sessions)
First four days of classes
Next two days of classes
Next two days of classes
Next two days of classes

Credit
Percentages
100%
75%
50%
25%

Note: No credits are given after the first ten days of classes.

Winter Session
First two days of classes
Next two days of classes
Next two days of classes
Next two days of classes

Credit
Percentages
100%
75%
50%
25%

Note : No credits are given after the first eight days of classes.

If students or parents believe that individual circumstances warrant exceptions from the published institutional policy and
wish to appeal , they may contact the Office of Accounting & Financial Services. If students who received financial aid
are considering a withdrawal, they should contact the Office of Financial Aid to discuss possible credits and/or return of
Title IV funds . If a student is withdrawing from the University for medical reasons, the student should contact the Office
of Undergraduate Education & Student Success. (See Medical Withdrawal UAR 130)

UAR NUMBER: 104.03
TITLE:

Refund (Credit) Policy When Student Withdraws From University

ORIGINATOR(S):
Provost and Vice President for Academic Affairs, and Chief Financial Officer

INITIAL ADOPTION: 04/03/1992
REVISION DATE(S): 03/01/201 O; 08/27/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTH ER (SPECIFY):

PURPOSE:
To estab lish a refund (credit) schedule for students who withdraw from the Univers ity.
Procedural References : KRS 164

SCOPE:
All students

DESCRIPTION (INCLUDE DEFINITIONS):
If a student desires to withdraw from the University the student requests to withdraw at the Office of the Registrar.
Credits / Adjustments:
Tuition, mandato1y fees , hous ing, and course fees may be credited to students who withdraw during established time
periods following the start of each term. Meal plan accounts may be credited in accordance with the percentages listed
below or the actual account balance, whichever is smaller. All other fees are not refundable. Credi t periods and amounts
are as fo llows :
Fall and Spring
Semesters
First six days of classes
Next five days of classes
Next five days of classes
Next five days of classes

Credit
Percentages
100%
75%
50%
25%

Note: No credits are given after the first twenty-one days of classes.
Summer I and Summer
II Sessions
(Four week sessions)
First two days of classes
Next two days of classes
Next two days of classes
ext two days of classes

Credit
Percentages

100%
75%
50%
25%

Note: No credi ts are given after the first eight days of classes.
Summer Maymester
(Three week session)
First two days of classes
Next one day of classes
Next one day of classes
Next one day of classes

Credit
Percentages
100%
75%
50%
25%

Note: No credits are given after the first five days of classes.

APPROVED BY:

/fj

11/I✓

VICE PRESIDENT: _ __ _ _ _ _.....,lJftlv'L,__,_
_
_ __
APPROPRIATE INSTITUTIONAL REVIEW:

~ _ __

_

_

_

___

JL:Lt 1lc / 1~Ldfu--=
1

PRESIDENT: _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _

DATE:
DATE:

DATE:

8-2-7--J'l

DESCRIPTION (CONTINUED):
Summer Session
(Eight week and
nine week sessions)
First four days of classes
Next two days of classes
Next two days of classes
Next two days of c lasses

Credit
Percentages
100%
75%
50%
25%

Note : No credits are given after the first ten days of classes.

Winter Session
First two days of classes
Next two days of classes
Next two days of classes
Next two days of classes

Credit
Percentages
100%
75 %
50%
25%

ote: No credits are given after the first eight days of classes.

If students or parents believe that individual circumstances waii-ant exceptions from the published institutional policy and
wish to appeal, they may contact the Office of Accounting & Financial Services. If students who received financial aid
are considering a withdrawal, they should contact the Office of Financial Aid to discuss possible credits and/or return of
Title IV funds . If a student is withdrawing from the University for medical reasons, the student should contact the Office
of Undergraduate Education & Student Success. (See Medical Withdrawa l UAR 130)

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number:

104.02

Title:

Tuition Credit Policy When Student Withdraws from University

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 04/03/1992
Revision Dates: 03/01/2010
I.

Purpose:
To establish a refund (credit) schedule for students who
withdraw from the University

II.

Procedural Reference for:
X
__
__
__
__

Ill.

KRS, specify _ _ _1;..;:6;._;4;,.-_ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All students

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
In itial Adoption:
Revision Dates:
Purpose:

Procedural
References:
Scope :
Description :

104.02
Tuition Credit Policy When Student Withdraws from University
Provost and Vice President for Academic Affairs
04/03/1992
03/01/2010
To establish a refund (credit) schedule for students who withdraw from the
University.
KRS - 164

All students.
If a student desires to withdraw from the University the student requests to
withdraw at the Office of the Registrar.
Credits/ Adjustments :
Tuition, housing, and course fees may be credited to students who
withdraw during established time periods following the start of each term.
Meal plan and minimum Dining Club accounts may be credited in
accordance with the percentages listed below or the actual account
balance, whichever is smaller. All other fees are not creditable. Credit
periods and amounts are as follows :
Fall and Spring Semesters Credit Percentages

First six days of classes

100%

Next five days of classes

75%

Next five days of classes

50%

Next five days of classes

25%

Note: No credits are given after the first twenty one days of classes.
Summer I and Summer II
Sessions

Credit Percentages

(Four week sessions)
First two days of classes

100%

Next two days of classes

75%

Next two days of classes

50%

Next two days of classes

25%

Note: No credits are given after the first eight days of classes.

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

Procedural
References :
Scope:
Description:

104.02
Tuition Credit Policy When Student Withdraws from University
Vice President for Academic Affairs
04/03/1992
03/01/2010
To establish a refund (credit) schedule for students who withdraw from the
University.
KRS - 164

All students.
If a student desires to withdraw from the University the student requests to
withdraw at the Office of the Registrar.
Credits/ Adjustments :
Tuition, housing, and course fees may be credited to students who
withdraw during established time periods following the start of each term.
Meal plan and minimum Dining Club accounts may be credited in
accordance with the percentages listed below or the actual account
balance, whichever is smaller. All other fees are not creditable. Credit
periods and amounts are as follows :
Fall and Spring Semesters Credit Percentages

First six days of classes

100%

Next five days of classes

75%

Next five days of classes

50%

Next five days of classes

25%

Note: No credits are given after the first twenty one days of classes.
Summer I and Summer II
Sessions

Credit Percentages

(Four week sessions)
First two days of classes

100%

Next two days of classes

75%

Next two days of classes

50%

Next two days of classes

25%

Note: No credits are given after the first eight days of classes.

Summer Intersession
{Two week session)

Credit Percentages

First two days of classes

100%

Next one day of classes

75%

Next one day of classes

50%

Next one day of classes

25%

Note: No credits are given after the first five days of classes.
Summer Session
(Eight week session)

Credit Percentages

First four days of classes

100%

Next two days of classes

75%

Next two days of classes

50%

Next two days of classes

25%

Note: No credits are given after the first ten days of classes .
If students or parents believe that individual circumstances warrant
exceptions from the published institutional policy and wish to appeal, they
may contact the Vice President for Student Life. If students who received
financial aid are considering a withdrawal, they should contact Office of
Accounting and Budgetary Control to discuss possible credits and/or return
of Title IV funds. If a student is withdrawing from the University for medical
reasons, the student should contact Counseling and Health Services (per
UAR 129).
Approved by: Wayne D. Andrews, President Date:

UAR Number:
Title:
Originator:
Initial Adoption :
Revision Dates:
Purpose:

Procedural
References :
Scope:
Description:

104 ,01104.02
Tuition Refund Credit Policy When Student Withdraws from University
Vice President for Academic Affairs
04/03/1992
XX/XX/_XXXX
To establish a refund (credit) schedule for students who withdraw from the
University.
KRS - 164

All students.
If a student desires to withdraw from the Universit , the student reguests
to withdraw at the Office of the Registrar.
Credits /Adjustments:
iruition, housing, and course fees may be credited to students who
---,
withdraw during established time periods following the start of each term.
Meal plan and minimum Dining Club accounts may be credited in
accordance with the percentages listed below or the actual account
balance, whichever is smaller. All other fees are not creditable. Credit
periods and amounts are as follows:
Fall and Spring Semesters Credit Percentages

First six days of classes

100%

Next five days of classes

75%

Next five days of classes

50%

Next five days of classes

25%

Note: No credits are given after the first twenty one days of classes.
Summer I and Summer II
'Sessions

Credit Percentages

(Four week sessions)
First two days of classes

100%

Next two days of classes

75%

Next two days of classes

50%

Next two days of classes

25%

Note: No credits are given after the first eight days of classes.

Summer Intersession
(Two week session)

Credit Percentages

First two days of classes

100%

Next one day of classes

75%

Next one day of classes

50%

Next one day of classes

25%

Note: No credits are given after the first five days of classes.
Summer Session
(Eight week session)

Credit Percentages

Note from (M.W.): There

First four days of classes

100%

have been processes

Next two days of classes

75%

developed by Dr. Dayna

Next two days of classes

50%

Seelig that may apply

Next two days of classes

25%

here rather than
involving the Office of

Note: No credits are given after the first ten days of classes.

Student Life in this. We
n

,eed to further

d. ___ ss and include that

As per D.S.: Student

referred to counseling and
health services per UAR

129.

If students or parents believe that individual circumstances warrant
exceptions from the published institutional policy and wish to appeal, theYi
may contact the Vice President for Student Life. If students who received
financial aid are considering a withdrawal, they should contact Office ot
Accounting and Budgetary Control to discuss possible credits and/or return
of Title IV funds. I 1
a ,,
n he University fo
r
he student should contact Counseling and Health
'"ervices (per UAR 129).

======================= Old Policy ============================
Procedure : If a student desires to withdraw from the Unh,iersity, the student
requests to withdraw at the Office of the Registrar.
Schedule : The follo·.ving schedules of tuition and fee refunds shall be used in
determination of tuition and fee refunds when the withdrawal has been
officially approved .
Fall or Spring Semester Percent Refund
First 5 class days * of the semester 75 %
Next 10 class days of th e semester 50%
Next 5 class days of the semester 25 %
No refunds are given after the first
20 class days of the semester
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 104. 01
Title:

Tuition Refund Policy When Student Withdraws from
University

Originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

•

Purpose:
To establish a refund schedule for students who
withdraw from the University.

Procedural Reference for:
X

KRS, specify _ __;1~6~4= - - - - - - - - - - - - - - - -- - CHE policy, specify
BO R policy,specify_ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __
UAR, specify
Other, specify

-----------------

III.

Scope (Who is covered by this UAR?):
All students .

Attach a description of the UAR.

Date

\

•
UAR 104 .01

Tuition Refund When
student Withdraws from University

Procedure:
If a student desires to withdraw from the University,
the student requests to withdraw at the Office of the Registrar.
Schedule:
The following schedules of tuition and fee refunds
shall be used in determination of tuition and fee refunds when the
withdrawal has been officially approved.

Fall or Spring Semester
Percent Refund
First 5 class days* of the semester
75%
Next 10 class days of the semester
50%
Next 5 class days of the semester
25%
No refunds are given after
the first 20 class days of
the semester
* Class days begin the first day of the semester.
Summer Terms
Percent Refund
First 2 class days of the semester
75%
Next 4 class days of the semester
50%
Next 2 class days of the semester
25%
No refunds are given after the first
8 class days of the semester
* Class days begin the first day of the semester.
Evening Classes
Before 2nd class meeting
Before 3rd class meeting
Before 4th class meeting
No refund given after 4th
class meeting
Refundable fees
plan.

include:

Percent Refund
75%
50%
25%

tuition,

housing,

meal

Meal plans are refunded on a pro-rated weekly basis
through midterm.
Meal plans are not refundable
after midterm.

UAR NUMBER: 105.03

TITLE: Midterm Grades
ORIGINATOR(S):
Provost & Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/ 1992
REVISION DATE(S): 03/0 1/201 0; 07/20/20 18
AUDIENCE: (SELECT All THAT APPLY)
FACULTY
STAFF
✓ STUDENTS
PURPOSE:
To establish who will receive midterm grades.

SCOPE:
All undergraduate students.

VENDORS

OTHER (SPECIFY) :

DESCRIPTION (INCLUDE DEFINITIONS):
All undergraduate students wi ll receive midterm grades.
Halfway through a semester, students will receive mid-term grades to let them know how they are progressing in classes.
Students may review mid-term and final grades electronically through their student Web accounts on the MSU Web site.
Faculty will assign meaningful mid-term grades so that students and their advisors may assess the student's progress
and probability for success. Students may access mid-term and fina l grades electronically through their student Web
accounts.

APPROVED BY:

n,
__7,li_{J""""-- -l,rd_._, _w----------:'- 11--

VICE PRESIDENT: _ _

DATE:

I /20(,

~

APPROPRIATE INSTITUTIONAL REVIEW: _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ _ __
PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ __

_ _ _ _ DATE:

7 /z.o/15l

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

105.02

Title:

Mid-term Grades

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 04/03/1992
Revision Dates: 03/01/2010
To establish who will receive midterm grades

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ UAR, specify ---..:G::.:r-=a~d-=-e=-s_ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
All undergraduate students

Attach a description of the UAR.

(Description Attached)

Approved by:

I D~te

UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL ADOPTION:
REVISION DATES:
PURPOSE:
PROCEDURAL
REFERENCES:
SCOPE (Who is covered
by this UAR?):
DESCRIPTION:

105.02
Mid -term Grades
Provost and Vice President for Academic Affairs

04/03/1992
03/01/2010
To establish who will receive midterm grades.
UAR - Grades
All undergraduate students
All undergraduate students will receive midterm grades.
Halfway through a semester, students will receive mid-term grades
to let them know how they are progressing in classes. Students may
review mid -term and final grades electronically through their
student Web accounts on the MSU Web site.
Faculty will assign meaningful mid-term grades so that students and
their advisors may assess the student's progress and probability for
success. Students may access mid-term and final grades
electronically through their student Web accounts.

Approved by Wayne D. Andrews, President Date:

\

UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL ADOPTION:
REVISION DATES:
PURPOSE:
PROCEDURAL
REFERENCES:
SCOPE {Who is covered
by this UAR?):
DESCRIPTION:
Version One - Description

Maintai ns th e origi nal
intent of the UAR who/wh ere st ud ent s
sh ou ld get mid-term

±G!i.G± 105.02
Mid-term Grades
Vice President for Academic Affairs
04/03/1992
To establish who will receive midterm grades.
UAR - Grades
All undergraduate students
Regulation : All undergraduate students will receive midterm
grades.
Halfway through a semester, students will receive mid-term grades
to let them know how they are progressing in classes. Students ma',l
review mid-term and final grades electronically through their
student Web accounts on the MSU Web site. It sAall ee tAe
stuelents' Fesponsieilitt to piek up tAeiF gFaeles frnll'I tAeiF aeaeleFfliE
ael 1.iis0Fs; Fflieltern'l gFaeles will not ee maileel.

gra des.

/\pprn 1.,eel et: C. Nelson Grnte Date: G'1/G3/±992

-------------------------------------------------------------------------------------------------Version Two - Description
Modifies the intent t o
in clude a requi rement to
give mea ningful gra des. Is
th is the appropriate pla ce

Faculty will assign meaningful mid-term grades so that students and
their advisors may assess the student's progress and probability fo n
success. Students may access mid-term and final grades
electronically through their student Web accounts. It sAall ee tAe
stuelents' Fesponsieility to piek up tAeiF gFaeles fFoA'l tAeiF aeaeleFfliE
aelYisoFs; FflielteFFfl gFaeles will not ee maileel.

for this or should a new
UAR be introduced?

/\pprnveel et: C. Nelson Grnte Date: G'1/G3/±992

Note from M.W: Seems

th at th is should give more
di rection to the faculty as
to their responsibili ty to
assign meaningful midterm grades. We should
state the purpose of th e
gra des are to give
students an assess ment
as to t heir success in th e
cl ass t hrough th e mi dpo int in the sem este r

'

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 105. 01
Title:

Mid-term Grades

originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose:

To establish who will receive midterm grades.

Procedural Reference for:
KRS, specify
CHE policy, · specify
BO R policy, specify
UAR, specify -~G=r~a~d~e~s~---------------Other, specify

-----------------

X

III.

Scope (Who is covered by this UAR?):
students.

Attach a description of the UAR.

Date

All undergraduate

UAR 105.01

Mid-Term Grades
REGULATION:
All undergraduate students will receive
midterm grades.
It shall be the students' responsibility to pick
up their grades from their academic advisors; midterm grades will
not be mailed.

- - • -·lf::fflf7-='t....,.,._,...,..

. MOREHEAD S
SUBJ ECT:

UNIVERSITY POLICY STATEMENT

MID-TERM GRADES
NUMB ER :

PAGE :

1-1 2

[]ot[J

Morehead State Univers ity s h a ll c ontinue to grant mid - term grade s to
undergraduate students a n d dis c on tinue the prac t ic e of awarding mid term grades to graduate studen ts . Mid-term grades will not be mailed ~
to the student's paren ts; the s tudent shall pick up his mid-term gr ade ~
from his/ her advisor.

I

Recommend e d

(}_~~ -'.l

~dWh

Jrl.
Date3 ~
Dean, School o f Applied Sci e n ces a n d Technology

-

;y'

1.:-;

Date_~
J- -_~_,__-_-7-'-1-'-_ _
Dean, Sc hool o f Busine ss and Econ omics

Recommended ~
·a,SchoolofHumaniti e s

Da te

'-/ - Li -

_,j

77·

I
l

Recommend ed
Dean,

.B-- ~

Recommended_~
Dea n , Gradua t e Programs

-· i
Re commended

___,

/£

3-/1-7

I

.J., -

dlt.t.4,•

U, t, 1 >!; / ,,,, .
Vice Presiden t for Academic Affairs

.

Approved _

Da t e

/)?
_ _:--=--~-~_..,__/J_~___,___·_..,_r______Da te

_
President

¥// ./?z ~

_________________________________________I,
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MOREH EAD S ATE UNIVERSITY POLICY STATEMENT
SUBJECT:

MID-TERM GRADES
NUMBER :

PAGE :

1-1 2

(]ot[[]

Mor e h e ad St ate Un i ve r s i ty sha ll contin ue to grant mid-term grades to
undergradua t e stud e nts and di sc o ntinue the practice of awardin g midterm grades t o graduate stude nts . Mid-te rm grades will not be mailed
to the studen t's pa r en ts ; the student shall pick up his mid-term grade
fr o m his /her a d v i sor.
Recommen de d

~dWn

(1''-/,.

AfJ~1 )11,
Date3 ..,;;.J - ,,.:YDean, Schoo l of Applied Sciences and Technology
'

Recommende d -Cc~ <~ -~ m. t,.,-kscL, .n::cDe an , Schoo l of Business and Economics

Recommended~
a,SchoolofHumanities

~~

Rec ommended ~
-- ~
Dea n , Grad uate Pr6grams
/ \

- Y✓

Recommended

/t I

,-J
.

/

Date

l.f -

Date

3-/1-7

Lf -

7y

' );,
· /

•

· :✓ . JIL-U, ·
1
Vi c e Preside nt for Academic Affairs

Lt i ( i

1

>-! /

,..
App r o ve d_

MSU Fo,m 11 0

-=-/"?-~-:-~--:-..,._9:__/)_~_,,__·•_T°
_ _ _ _ _ _ _Date
Pr e s ident
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UAR NUMBER: 106.06
TITLE: Academic Bankruptcy and Academic Renewal
ORIGINATOR{S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 04 /0 3/1992
REVISION DATE(S): 06/01/2009; 09/10/201 4; 07/13/20 18; 11/26/201 9, 6/24/2020
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTH ER(SPECIFY):

PURPOSE:
cademic Bankruptcy
To create an opportunity for undergraduate and graduate students with an unacceptable grade point average to drop one
semester's work from consideration for University academic degree requirements .
Academic Renewal
To create an opportunity for undergraduate students who are eligible to re-enroll, a means to refresh their academic
record for one or more continuous semesters of previous course work at Morehead State University.

SCOPE:
Undergraduate and graduate students

DESCRIPTION (INCLUDE DEFINITIONS):
Academic Bankruptcy - Undergraduate Students
Impact: Undergraduate students who are granted bankruptcy status forfeit credit for all courses in the bankrupt semester.
The grades and credit hours earned during that semester are disregarded for University requirements. The notification
"academic bankruptcy" appears on the transcript beneath the semester's work. Bankruptcy cannot be revoked once it has
been granted. Bankruptcy cannot be used more than once.
Eligibility: Only hours attempted at Morehead State University are considered for bankrnptcy; transfer hours are
excluded. The requirements for academic bankruptcy are:
1. The student must apply for bankruptcy before completing a bachelor's degree at the University.
2. The student must have attempted at least 30 semester hours at the University.
3. For the tenn in question, the student must have a grade point average of at least 1.00 under the cumulative average for
all other hours completed at the University.
Procedure: To apply for academic bankruptcy, the student obtains an Academic Bankruptcy fonn in the Office of the
Registrar or by downloading the fom1 at www.moreheadstate.edu/registrar.
The student is required to meet with the appropriate academic advisor or department chair/associated dean for review of
the student's Petition for Academic Bankruptcy. During this meeting the academic advisor or department chair/associate
dean carefully reviews the student's complete academic record and evaluates the appropriateness of the student's request
relative to the student's current academic standing and planned future coursework. During this meeting, if the academic
advisor or department chair/associate dean believes academic bankruptcy is in the best interests of the student's academic
success, they will complete the form and forward to the Office of the Registrar for verification of eligibility.
The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibility mling arc made through the Office of Undergraduate
Education and Student Success.

Academic Bankruptcy - Graduate Students
Impact: Graduate students who are granted bankruptcy status forfeit credit for all courses in the bankrupt semester. The
grades and credit hours earned during that semester are disregarded for University requirements. The notification
"academic bankruptcy" appears on the transcript beneath the semester's work. Bankruptcy cannot be revoked once it has
been granted. Bankruptcy cannot be used more than once.
Eligibility: Only hours attempted at Morehead State University are considered for bankruptcy; transfer hours arc
excluded. The requirements for academic bankruptcy are:

1. The student must apply for bankruptcy before completing the graduate program.
2. The student must have attempted at least six semester hours at the University.

APPROVED BY:

VICE PRESIDENT:

PRESIDENT:

DATE:

-r.,,-7.,.,-,.()

DATE:

7-?-2ti1

DATE:

'1-/~-;z;

.

.

.
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DESCRIPTION (CONTINUED):

'lrocedure: To apply for academic bankruptcy, the student obtains an Academic Bankruptcy form from The Graduate
:chool or by downloading the form at www.moreheadslate.edu/Academics/Gradualc-School/Current-Students.
The student is required to meet with the appropriate academic advisor or department chair/associate dean for review of
the student's Petition for Academic Bankruptcy. During this meeting the academic advisor or department chair/associate
dean carefully reviews the student's complete academic record and evaluates the appropriateness of the student's request
relative to the student's current academic standing and planned future coursework. During this meeting, if the academic
advisor or department chair/associate dean believes academic bankruptcy is in the best interest of the student's academic
success, they will complete the form and forward to the Director of the Graduate School for verification of eligibility and
approval. The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or
the Director of the Graduate School by email regarding eligibility. Appeals of the eligibility ruling are made through the
Director of the Graduate School.
Academic Renewal
Impact: Morehead State University understands that sometimes there are circumstances that prevent students from
succeeding academically. Academic Renewal is a way to help those students refresh their academic record so they can
make progress toward earning their degree. Undergraduate students who are granted renewal status forfeit credit for all
courses in the semester(s) included in an approved request. The grades and credit hours earned during that semester are
disregarded for satisfying University requirements. The notification "academic renewal" appears on the transcript beneath
each semester's work. Academic renewal cannot be revoked once it has been granted, cannot be used more than once, and
cannot be granted if the student has already been approved for Academic Bankruptcy.
Eligibility: Only hours attempted at Morehead State University are considered for renewal; transfer hours are excluded.
The requirements for academic renewal are:
I. The student must not have attended the University for one academic year and arc eligible to be re-admitted
~ The student must be enrolled in a degree seeking program at the time of application for Academic Renewal.
The student must not have been approved for academic bankruptcy.
Procedure: To apply for academic renewal upon re-admission to the University, the student obtains an Academic
Renewal form in the Office of the Registrar or by downloading the form at www .moreheadstatc.edu/registrar. The
student may request one or more consecutive semesters . Students may not choose semesters in which they were not
enrolled consecutively.

If approved, the student is required to successfully complete 12 semester credit hours and must maintain a cumulative
grade point average of at least 2.0 for those 12 semester hours. Once a student bas met this requirement, their academic
record will be refreshed for the semester(s) approved on their application. All course grades from the semester(s)
requested will remain on the transcript, but the grades will be removed from the grade point average calculation and those
courses will not count toward meeting program requirements. Any notation of academic probation or suspension will
remain on the student's permanent record. Additionally, all voided hours wi ll count as hours attempted for financial aid
purposes.
The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibility ruling arc made through the Office of Undergraduate
Education and Student Success and follow the time line and processes of the Academic Appeals Committee. Academic
Renewal is a Morehead State University policy and may not be honored by other colleges and universities should the
student decide to transfer.

DESCRIPTION (CONTINUED ):

Procedure: To apply for academic renewal upon re-admission to the University, the student obtains an Academic
Renewal form in the Office of the Registrar or by downloading the form at www.moreheadstate.edu/registrar. The
student may request one or more consecutive semesters. Students may not choose semesters in which they were not
enrolled consecutively.
[f approved, the student is required to successfully complete 12 semester credit hours and must maintain a cumulative
grade point average of at least 2.0 for those 12 semester hours. Once a student has met this requirement, their academic
record will be refreshed for the semester(s) approved on their application. All course grades from the semester(s)
requested will remain on the transcript, but the grades will be removed from the grade point average calculation and those
courses will not count toward meeting program requirements. Any notation of academic probation or suspension will
remain on the student's permanent record. Additionally, all voided hours will count as hours attempted for financial aid
purposes.

The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibility ruling are made through the Office of Undergraduate
Education and Student Success and fo llow the timeline and processes of the Academic Appeals Committee. Academic
Renewal is a Morehead State University policy and may not be honored by other colleges and universities should the
student decide to transfer.

UAR NUMBER:

106.05

TITLE: Academic Bankruptcy and Academic Renewal
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/1992
REVISION DATE(S): 06/01/2009; 09/10/2014; 07/ 13/2018; 11/26/19
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
Academic Bankruptcy
To create an opportunity for undergraduate students with an unacceptable grade point average to drop one semester's
work from consideration for University academic degree requirements.
Academic Renewal
To create an opportunity for undergraduate students who are eligible to re-enroll, a means to refresh their academic
record for one or more continuous semesters of previous course work at Morehead State University.

SCOPE:
Undergraduate students

DESCRIPTION (INCLUDE DEFINITIONS):
Academic Bankruptcy
Impact: Undergraduate students who are granted bankruptcy status forfeit credit for all courses in the bankrupt semester.
The grades and credit hours earned during that semester are disregarded for University requirements. The notification
"academic bankruptcy" appears on the transcript beneath the semester's work. Bankmptcy cannot be revoked once it has
been granted. Bankruptcy cannot be used more than once.
Eligibility: Only hours attempted at Morehead State University are considered for bankruptcy; transfer hours are
excluded. The requirements for academic bankruptcy are:
1. The student must apply for bankruptcy before completing a bachelor's degree at the University.
2. The student must have attempted at least 30 semester hours at the University.
3. For the term in question, the student must have a grade point average of at least 1.00 under the cumulative average for
all other hours completed at the University.
Procedure: To apply for academic bankruptcy, the student obtains an Academic Bankruptcy form in the Office of the
Registrar or by downloading the fonn at www.moreheadstate.edu/registrar.
The student is required to meet with the appropriate academic advisor or department chair/associated dean for review of
the student's Petition for Academic Bankruptcy. During this meeting the academic advisor or department chair/associate
dean carefully reviews the student's complete academic record and evaluates the appropriateness of the student's request
relative to the student's current academic standing and planned future coursework. During this meeting, if the academic
advisor or department chair/associate dean believes academic bankruptcy is in the best interests of the student's academic
success, they will complete the form and forward to the Office of the Registrar for verification of eligibility.
The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibility ruling are made through the Office of Undergraduate
Education and Student Success.
DESCRIPTION (INCLUDE DEFINITIONS):
Academic Renewal
Impact: Morehead State University understands that sometimes there are circumstances that prevent students from
succeeding academically. Academic Renewal is a way to help those students refresh their academic record so they can
make progress toward earning their degree. Undergraduate students who are granted renewal status forfeit credit for all
courses in the semester(s) included in an approved request. The grades and credit hours earned during that semester are
disregarded for satisfying University requirements. The notification "academic renewal" appears on the transcript beneath
each semester's work. Academic renewal cannot be revoked once it has been granted, cannot be used more than once, and
cannot be granted if the student has already been approved for Academic Bankruptcy.
Eligibility: Only hours attempted at Morehead State University are considered for renewal; transfer hours are excluded.
The requirements for academic renewal are:

l. The student must not have attended the University for one academic year and are eligible to be re-admitted
2. The student must be enrolled in a degree seeking program at the time of app lication for Academic Renewal.
3. The student must not have been approved for academic bankruptcy.

APPROVED BY:

VICE PRESIDENT:
APPROPRIATE INSTITU
PRESIDENT:

~-------------- □ ATE: _ _ _ __

.

.
DESCRIPTION (CONTINUED):
Procedme: To apply for academic renewal upon re-admission to the University, the student obtains an Academic
Renewal form in the Office of the Registrar or by downloading the form at www .moreheadstate.edu/registrar. The
student may request one or more consecutive semesters. Students may not choose semesters in which they were not
enrolled consecutively.
If approved, the student is required to successfully complete 12 semester credit hours and must maintain a cumulative
grade point average of at least 2.0 for those 12 semester hours. Once a student has met this requirement, their academic
record will be refreshed for the semester(s) approved on their application. All course grades from the semester(s)
requested will remain on the transcript, but the grades will be removed from the grade point average calculation and those
courses will not count toward meeting program requirements. Any notation of academic probation or suspension will
remain on the student's pe1manent record. Additionally, all voided hours will count as hours attempted for financial aid
purposes.
The Office of the Registrar notifies the student and the academic advisor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibi lity ruling are made through the Office of Undergraduate
Education and Student Success and follow the timeline and processes of the Academic Appeals Committee. Academic
Renewal is a Morehead State University policy and may not be honored by other colleges and universities should the
student decide to transfer.

UAR NUMBER: 106.04
TITLE: Academic Bankrnptcy
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/ 1992
REVISION DATE(S): 06/01/2009; 09/10/2014; 07/ 13/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To create an opportunity for undergraduate students with an unacceptable grade point average to drop one semester's
work from consideration for University academic degree requirements.

SCOPE:
Undergraduate students

'
DESCRIPTION (INCLUDE DEFINITIONS):
Impact: Undergraduate students who are granted bankruptcy status forfeit credit for all courses in the bankrupt semester.
The grades and credit hours earned during that semester are disregarded for University requirements. The notification
"academic bankruptcy" appears on the transcript beneath the semester's work. Bankruptcy cannot be revoked once it has
been granted. Bankruptcy cannot be used more than once.
Eligibility: Only hours attempted at Morehead State University are considered for bankruptcy; transfer hours are
excluded. The requirements for academic bankruptcy are :
1. The student must apply for bankruptcy before completing a bachelor' s degree at the University.

2. The student must have attempted at least 30 semester hours at the University.
3. For the term in question, the student must have a grade point average of at least 1.00 under the cumulative average for
all other hours completed at the University.

Procedure : To app ly for academic bankruptcy, the student obtains an Academic Bankmptcy form in the Office of the
Registrar or by downloading the form at www.moreheadstate.edu/registrar.
The student is required to meet with the appropriate academic advisor or department chair/associated dean for review of
the student' s Petition for Academic Bankruptcy. During this meeting the academic advisor or department chair/associate
dean carefully reviews the student's comp lete academic record and evaluates the appropriateness of the student's request
relative to the student's current academic standing and planned future coursework. During this meeting, if the academic
advisor or department chair/associate dean believes academic bankruptcy is in the best interests of the student's academic
success, they wi ll complete the form and forward to the Office of the Registrar for verification of eli gibility.
The Office of the Registrar notifies the student and the academic adv isor, department chair/associate dean, or the college
dean by email regarding eligibility. Appeals of the eligibility mling are made through the Office of Undergraduate
Education and Student Success.

APPROVED BY:

VICE PRESIDENT:

_d

1

----/L--L-1_/~U_JL./YNt:-=----~------7--

APPROPRIATE 1NsT1TuT1ONAL REVIEW:

~ c:)<' G:rvd

DATE: -, , ,
OATE:

~ ,1,~
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PRESIDENT: _ _ _ __ _ _ __ _ _ _ __ _ _ _ _ _ _ __ _ __ _ DATE: _ _ _ _ __

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 106.0t?,
Title: Academic Bankruptcy

Originator: Provost and Vice President for Academic Affairs
Initial Adoption: 04/03/1992
Revision Dates: 06/01/2009, 09/10/2014

To create an opportunity for undergraduate students with an
unacceptable grade point average to drop one semester's work
from consideration for University academic degree requirements.

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

2 _ UAR, specify revision of UAR 106.02
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
All Students

Attach a description of the UAR.
Approved by:

(Description Attached)

106.02
UAR NUMBER:
Academic Bankruptcy
TITLE:
Provost and Vice President for Academic Affairs
ORIGINATOR:
INITIAL
ADOPTION:
04/03/1992
REVISION DATES:
TECHNICAL REVISION
DATES:
6/1/2009, 9/10/14
PURPOSE:
To create an opportunity for undergraduate students with an
unacceptable grade point average to drop one semester's work
from consideration for University academic degree requirements .
PROCEDURAL
BOR - Scholastic Standing , UAR - Grades
REFERENCES:
SCOPE (Who Is
Covered By This
Undergraduate students
UAR?):
Purpose: To create an opportunity for undergraduate students with
DESCRIPTION:
an unacceptable grade point average to drop one semester's work
from consideration for University academic degree requirements .
Impact: Undergraduate students who are granted bankruptcy status
forfeit credit for all courses in the bankrupt semester. The grades
and credit hours earned during that semester are disregarded for
University requirements . The notification "academic bankruptcy"
appears on the transcript beneath the semester's work. Bankruptcy
cannot be revoked once it has been granted . Bankruptcy cannot be
used more than once.
Eligibility: Only hours attempted at Morehead State University are
considered for bankruptcy; transfer hours are excluded . The
requirements for academic bankruptcy are:
1. The student must apply for bankruptcy before completing
a degree at the University.
2. The student must have attempted at least 45 semester
hours at the University.
3. For the term in question, the student must have a grade
point average of at least 1.00 under the cumulative
average for all other hours completed at the University.
Procedure: To apply for academic bankruptcy, the student obtains
an Academic Bankruptcy form in the Office of the Registrar. This
form is filled out, signed by the academic advisor, the department
chair, and the appropriate college dean and returned to the
Registrar for verification of eligibility. The Registrar notifies the
student, the academic advisor, the department chair, and the
college dean in writing regarding eligibility. An appeal of the
eligibility ruling is made through the Academic Standards and
Appeals Committee of the University.

Approved by: Wayne D. Andrews , President, October 2, 2014

.,. .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION

(UAR)
Number:

106.02

Title: Academic Bankruptcy

Originator: Provost & Vice President for Academic Affairs
Initial Adoption:

4/3/1992

Revision Dates:

6/1/2009

I.

Purpose: Provide guidance to undergraduate students with unacceptable
GPAs on how to drop one semester's work from consideration for University
academic degree requirements.

II.

Procedural Reference for:

__
__
X
X
__
Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify Scholastic Standing
UAR, specify Grades
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): Undergraduate Students

Attach a description of the UAR.

(Description Attached)

Approved by:

6/1/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled: 106.02: Academic Bankruptcy
Date: 6/1/2009
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology

X
X

Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X
_.1_

Student Government Association
University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

.
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UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Technical Revision
Dates:
Purpose:

Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

106.02
Academic Bankruptcy
Vice President for Academic Affairs
04/03/1992
6/1/2009
To create an opportunity for undergraduate students with an unacceptable
grade point average to drop one semester's work from consideration for
University academic degree requirements.
BOR - Scholastic Standing, UAR - Grades

Undergraduate students
Purpose: To create an opportunity for undergraduate students with an
unacceptable grade point average to drop one semester's work from
consideration for University academic degree requirements.
Impact: Undergraduate students who are granted bankruptcy status forfeit
credit for all courses in the bankrupt semester. The grades and credit hours
earned during that semester are disregarded for University requirements.
The notification "academic bankruptcy" appears on the transcript beneath
the semester's work Bankruptcy cannot be revoked once it has been
granted. Bankruptcy cannot be used more than once.
Eligibility: Only hours attempted at Morehead State University are
considered for bankruptcy; transfer hours are excluded.
The requirements for academic bankruptcy are:
1.
2.
3.

The student must apply for bankruptcy before completing
a degree at the University.
The student must have attempted at least 48 semester
hours at the University.
For the term in question, the student must have a grade
point average of at least 1.00 under the cumulative
average for all other hours completed at the University.

Procedure: To apply for academic bankruptcy, the student obtains an
Academic Bankruptcy form in the Office of the Registrar. This form is filled
out, signed by the academic advisor, the department chair, and the
appropriate college dean and returned to the Registrar for verification of
eligibility. The Registrar notifies the student, the academic advisor, the
department chair, and the college dean in writing regarding eligibility. An
appeal of the eligibility ruling is made through the Academic Standards and
Appeals Committee of the University.

Maria Fraser
From:
Sent:
To:

Cc:

Subject:
Attachments:

Maria Fraser
Thursday, December 03 , 2009 5:01 PM
Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ; Donna Jo Baker; Gary R. Holeman ; Gerald
L. Demoss ; James A. Shaw; Jane Vescio Fitzpatrick; Joel Pace ; Karla Hughes; Kevin S.
Koett; Loretta Banks Lykins ; M. Scott McBride; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters ; Royal Berglee; Student Government Association
Betty Jo Wa llace; Gregory Keith W ilcox; Janet Katherine Skidmore; Joyce Ann Meade; Marcia
A. Pettit; Peggy Breeze; Rosemary Hinton; Sandra Lee Ruth ; Sharon S. Reynolds; Theresa
Davis; Vanessa R. Webb
UAR: 106.02 - Academ ic Bankruptcy
UAR 106.02 - Academic Bankruptcy 06-01 -09.pdf

The following UAR has been revised and is posted to the web: UAR# 106.02
TITLED: Academic Bankruptcy
Date : 6/1/09

UAR DISTRIBUTION LIST:
Provost and Executive Vice President - Karla Hughes
Vi ce President for Adm inistration and Fiscal Services - M ike Wa lters
Vice President for Plann ing and Techno logy - Gary Ho leman
Vice President for Student Life and Dean of Students - Madonna Weathers & Kevin Koett
Vice President for Development - Jim Shaw
Associate Vice President, Academic Affa irs/Academic programs - Dayna Seelig
Associate Vice President, Academic Affa irs/University Outreach - M ike Seelig
Academic Deans - G. De Moss, B. Albe rt, S. McBride, C. Gunn
Faculty Senate - Royal Berglee
Staff Congress - Joel Pace
Student Government Association - Kyle Yarawsky
University Arch ives/CCL - Donna Baker
General Counsel - Jane Fitzpatrick
Others :
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

--------------------------------------------------------------------------------------------------Number:
106.0 1
Title:

Academic Bankruptcy

Originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose: To create an opportunity for undergraduate students
with an unacceptable grade point average to drop one
semester's work from consideration for University
academic degree requirements.

Procedural Reference for:

X

X

III.

KRS, specify
CHE policy, specify_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify Scholastic standing
UAR, specify =G=r~a=d~e~s=--------------------Other, specify

scope (Who is covered by this UAR?) :

Undergraduate students.

Attach a description of the UAR.
Appro~ ~ ~

c.

u_A4f=

Nelson Grot'e, President

Date

.

---

UAR 106.01

Academic Bankruptcy
Purpose: To create an opportunity for undergraduate students with
an unacceptable grade point average to drop one semester's work
from consideration for University academic degree requirements.
Impact: Undergraduate students who are granted bankruptcy status
forfeit credit for all courses in the bankrupt semester.
The
grades and credit hours earned during that semester are disregarded
for
University
requirements.
The
notification
"academic
bankruptcy" appears on the transcript beneath the semester's work.
Bankruptcy cannot be revoked once it has been granted. Bankruptcy
cannot be used more than once.
Eligibility: Only hours attempted at the Morehead State University
are considered for bankruptcy; transfer hours are excluded.

The requirements for academic bankruptcy are:
1.

The student must apply for bankruptcy before completing
a degree at the University.

2.

The student must have attempted at least 48 semester
hours at the University.

3.

For the term in question, the student must have a grade
point average of at least 1. 00 under the cumulative
average for all other hours completed at the University.

Procedure: To apply for academic bankruptcy, the student obtains
an Academic Bankruptcy form in the Office of the Registrar. This
form is filled out, signed by the academic advisor, the department
chair, and the appropriate college dean and returned to the
Registrar for verification of eligibility. The Registrar notifies
the student, the academic advisor, the department chair, and the
college dean in writing regarding eligibility.
An appeal of the
eligibility ruling is made through the Academic Appeals Committee
of the University.

UAR NUMBER: 107.06
TITLE: Repeating Courses
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/ 1992
REVISION DATE(S): 1996; 1999; 2001; 3/26/2010; 07/ 12/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
To establish the guidelines and procedure for repeating courses.

SCOPE:
All graduate and undergraduate students.

OTHER (SPECIFY) :

11

DESCRIPTION (INCLUDE DEFINITIONS):
Undergraduate students are permitted to repeat any course for which they have earned a grade of"B" or lower. They may
repeat the course no more than two times. The last grade earned is the official grade for the course, even if it is lower than
the previous grade. Failure a third time will result in the student not being allowed to re-enroll for that course. Students
may appeal to the Office of Undergraduate Education and Student Success.
Graduate students are permitted to repeat any course regardless of the grade received. Only the grade received on the last
attempt is computed in the cumulative GPA. The credit hours wi ll be counted only once toward meeting the program
requirements. The policy was effective 8/ 1/20 10 and is not retroactive.

APPROVED BY:

VICE PRESIDENT: _

__,_~_,_________,__.,...,,._.___ _ _ _ _ _ _ _ DATE: _7-1--/_
lz../_,_,.fp'
-"---

7/; ;J_/ / f"
PRESIDENT: - - - - - - - - - - - -- - - - - -- - - - - - - - - - DATE:

7/42--/1~

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 107.04
Title:

Repeating Courses

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 04/03/1992
Revision Dates:

1996; 1999; 2001; 3/26/2010

I.

Purpose:
To establish the guidelines and procedure for repeating courses.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All Undergraduate Students

Attach a description of the UAR.

Approved by:

(Description Attached)

~

~ ~dent

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope:
Description:

107.04
Repeating Courses
Provost and Vice President for Academic Affairs
04/03/1992
1996; 1999; 2001 ; 3/26/2010
To establish the guidelines and procedure for repeating courses .

All undergraduate students.
Undergraduate students are permitted to repeat any nondevelopmental course (numbered 100s through 400) for which they
have earned a grade of "B" or lower. They may repeat the course no
more than two times. The last grade earned is the official grade for
the course, even if it is lower than the previous grade. Failure a third
time will result in the student not being allowed to re-enroll for any
coursework except for the course that was failed . The student will be
restricted to one course retake per semester and will not qualify for
financial aid. Once all failed courses have been successfully passed,
the student can appeal to the Director of First Year Programs and
Academic Services to again assume a full load.
DEVELOPMENTAL*: Undergraduate students are permitted to repeat
any non-credit bearing course (numbered beginning with 0, for
example, ENG 099), or designated "Developmental") for which they
have earned a failing grade. They may repeat the course no more
than three times . After the third failure, the student must contractually
arrange for tutoring or adult learning assistance within or outside the
university, and must document the arrangement with the Director of
First Year Programs and Academic Services . Failure a fourth time
will result in the student not being allowed to re-enroll for any
coursework except for the course that was failed . The student will be
restricted to one course retake per semester and will not qualify for
financial aid. Once all failed courses have been successfully passed,
the student can appeal to the Director of First Year Programs and
Academic Services to again assume a full load .
FIRST TIME FAILURE OF A NON-DEVELOPMENTAL COURSE:
The student is encouraged to contact his/her advisor and arrange for
tutoring and to develop a plan for successfully completing the course.
SECOND TIME FAILURE OF A NON-DEVELOPMENTAL
COURSE: The student is required to contact his/her advisor AND the
Dean of the college where the course resides; arrange for tutoring
and develop a plan for successfully completing the course.

FAILURE OF A DEVELOPMENTAL COURSE: The student must
meet with his/her advisor AND re-enroll in the course in every
subsequent semester (for a maximum of three semesters) until a
passing grade is earned .*

*The Council on Postsecondary Education requires all students with
ACT scores below 18 in English , 19 in math, and 20 in reading to
successfully complete developmental courses PRIOR to enrolling in
general education courses in those disciplines. The CPE requires
that these courses be completed within the first two semesters of
enrollment.
Approved by: Wayne D. Andrews, President Date:

UAR Number:

107,Qi 107 .04

Title:

Repeating Courses

Originator:
Initial Adoption:

Vice President for Academic Affairs

Revision Dates :
Purpose :
Procedural
References:
Scope :
Description :

04/03/1992
1996; 1999; 2001; xx/xx/xxx~
To establish the guidelines and procedure for repeating courses .

All undergraduate students .
Credit BeariRg: Undergraduate students are permitted to repeat any credit bearing

non- developmental course (numbered 100s through 400) for which they have
earned a grade of "B" or lower. They may repeat the course no more than t-J::H:ee
two times . The last grade earned is the official grade for the course, even if it is
lower than the previous grade. Failure a third time will result in the student not
being allowed to re-enroll for any coursework except for the course that was
failed. The student will be restricted to one course retake per semester and will
not qualify for financial aid. Once all failed courses have been successfully passed,
the student can appeal to the Director of Academic Services to again assume a full
load.

NoR Credit BeariRg Developmental* : Undergraduate students are permitted to

repeat any non-credit bearing course (numbered beginning with 0, for example,
ENG 099), or designated "Developmental" ) for which they have earned a failing
grade. They may repeat the course no more than futlf three times. After the third
failure, the student must contractually arrange for tutoring or adult learning
assistance within or outside the university, and must document the arrangement
with the Director of Academic Services . Failure a fourth time will result in dismissal
from the uRi 1w<ersity. the student not being allowed to re-enroll for any coursework
except for the course that was failed. The student will be restricted to one course
retake per semester and will not qualify for financial aid. Once all failed courses
have been successfully passed, the student can appeal to the Director of Academic
Services to again assume a full load.
FIRST TIME FAILURE of a Non-Developmental CREDIT BEARING COURSE: The

student is encouraged to contact his/her advisor and arrange for tutoring and to
develop a plan for successfully completing the course .
SECOND TIME FAILURE of a Non-Developmental CR~DIT BEARING COURSE: The

student is required to contact his/her advisor AND the Dean of the college where
the course resides; arrange for tutoring and develop a plan for successfully
completing the course .
FAILURE of a DEVELOPMENTAL COURSE: The student must meet with his/her
advisor AND re-enroll in the course in every subsequent semester (for a maximum

of three semesters) until a passing grade is earned .*
*The Council on Postsecondary Education requires all students with ACT scores
below 18 in English, 19 in math, and 20 in reading to successfully complete
developmental courses PRIOR to enrolling in general education courses in those
disciplines. The CPE requires that these courses be completed within the first two
semesters of enrollment.
-----Prior UAR-----

Courses: Undergraduate students are permitted to repeat any course regardless of
the grade received or the number of times the course has been attempted .
Wl'leR a St1:AdeRt Fails a Ce1:Arse fer tl'le First Time;

When a student fails a course f.or the first time, the Office of Academic Support and
Retention 'Nill send the student a letter urging the student to secure tutoring
before or while repeating the course, talk with his or her advisor, and develop a
plan for succeeding if taking the course a second time . The Undergraduate Repeat
of Course Option form the student needs to complete for the Registrar's Office will
be attached to this letter, and the form will include a sing of by the student's
advisor. The advisors will be strongly encouraged to meet with the student,
counsel the student about what to do, and develop a plan for enabling the student
to succeed if the student needs to repeat the course .
Wl'leR a StYdeRt Fails a Ce1:Arse fer tl'le SeceRd er S1:Accessi>.ie Times;

The Student will be referred to the Office of Academic Support and Retention and
assigned to a staff person what 'Nill work with the student's advisor to assist the
student. The student and counselor will de·,elop a plan for success. The counselor
and faculty member will monitor the progress of the student in the course being
repeated.
Grades : Only the grade received on the last attempt is computed in the overall
grade point average. Failing grades may not be removed by correspondence study
or proficiency testing unless appro·,ed by the department chair and college dean.
Procedure: Students wishing to repeat courses must file a Repeat of
Course Option with the Registrar's Office at the time of enrollment in the course to
be repeated.
Approved by: C. ~Jelson Grote Date: 04/03/1992

/ MOREHEAD STATE UNIVERSITY ADMINISt~TIVE REGULATJdN.
}\:: .
(UAR)
. }./;::_
Number:

107.03

Title:

Repeating Courses

Originator: Executive Vice President for Academic Affairs
Initial Adoption: 1992
Revision Dates: 1996; 1999; 2001
To establish guidelines and procedure for repeating courses.

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
All undergraduate students

Attach a description of the UAR.

(Description Attached)

I

'-

Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled :
Date :

107 .3

Repeating Courses
October 17, 2001

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*
Registrar
Associate Vice President for Graduate & Undergraduate Programs

.II originals will be filed in the Office of The Provost in H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division .

UAR 107.03

Morehead State University
Administrative Regulation
Title:

Repeating Undergraduate Courses

Purpose:

To establish guidelines and procedure for repeating courses.

Courses:

Undergraduate students are permitted to repeat any course regardless of the grade
received or the number of times the course has been attempted.
When a Student Fails a Course for the First Time:

When a student fails a course for the first time, the Office of Academic Support
and Retention will send the student a letter urging the student to secure tutoring
before or while repeating the course, talk with his or her advisor, and develop a
plan for succeeding if talcing the course a second time. The Undergraduate
Repeat of Course Option form the student needs to complete for the Registrar' s
Office will be attached to this letter, and the form will include a sign off by the
student's advisor. The advisors will be strongly encouraged to meet with the
student, counsel the student about what to do, and develop a plan for enabling the
student to succeed if the student needs to repeat the course.
When a Student Fails a Course for the Second or Successive Times:

The student will be referred to the Office of Academic Support and Retention and
assigned to a staff person that will work with the student's advisor to assist the
student. The student and counselor will develop a plan for success. The
counselor and faculty rnember will monitor the progress of the student in the
course being repeated.
Grades:

Only the grade received on the last attempt is computed in the overall grade point
average. Failing grades may not be removed by correspondence study or
proficiency testing unless approved by the department chair and college dean.

Procedure:

Students wishing to repeat courses must file an Undergraduate Repeat of Course
Option with the Registrar's Office at the time of enrollment in the course to be
repeated.

It~
MOREHEAD

S'ATElNVERSRY.

MEMORANDUM

MOREHEAD, KENTUCKY 40351-1689

October 10, 2001

TO:

President Eaglin

FROM:

Mike Moore ~

RE:

UAR on "Repeating Courses"

The current policy limits a student to repeating a course no more than two times.
While the vast majority of students successfully complete the course within these
limitations, a few have not, in which case I have waived the requirement.
The attached UAR revises the current policy by eliminating the limitation on the
number of times a student may repeat a course. More significantly, it provides for
a program of increased institutional intervention by the academic support staff to
assist the student in addressing his/her difficulties in meeting the academic
requirements of the course.
I recommend your approval of the new policy.

Attachment

UAR NUMBER:

108.03

TITLE: Incomplete Grade "I"
ORIGINATOR(S):
Provost and Vice President fo r Academic Affa irs

INITIAL ADOPTION: 04/03/1992
REVISION DATE(S): 03/01/2010; 07/ 12/201 8
AU DIEN GE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY) :

PURPOSE:
To establish regulations for granting a graduate or undergraduate student an incomplete grade, "I."

SCOPE:
Graduate and undergraduate students

I

DESCRIPTION (INCLUDE DEFINITIONS):
The grade of "I" shall be used when, because of extenuating circumstances, the student cannot complete course
requirements by the end of the term, but probably can do so if given an extension by one-half semester. If the course
requirements are not completed by mid-term of the next semester, the "l " wi ll be changed to a fa iling grade.
Time Schedule: The following time schedule represents the time allowed to change an incomplete to a letter grade.
"I" grade received
I. End of fa ll semester
2. End of winter session
3. End of spring term
4. End of any summer session

Must be changed by
1. Mid-tenn of spring semester
2. Mid-tenn of spring semester
3. Mid-term offa lI semester
4. Mid-term of fa ll semester

Procedure: The facu lty member must prepare and submit to the department chair a change of grade form five working
days after the student's completed work is received. This means that the student must fi nish the course work at least five
working days prior to the deadline date for the receipt of mid-term grades in the Office of the Registrar.

l/
fl,/ ~

APPROVED BY:

/)

VICE PR ESIDENT:

APPROPRIATE INSTITUTIONAL REVIEW:
PRESIDENT: _

_

_ __ __

er~~~
_ __

_ __

DATE:

_7_/_lz-/_li_

DATE:

1/1~/1 7

_ _ _ DATE:

-' -/4~
#- -' '-__,/i~
_, ~-

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

108.02

Title:

Incomplete Grade "I"

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 04/03/1992
Revision Dates: 03/01/2010

I.

Purpose:
To establish regulations for granting an undergraduate student
an incomplete grade, "I"

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X
UAR, specify --G.=.:..;:ra::.:::d=-=e~s_ _ _ _ _ _ _ _ _ _ _ _ _ __
_
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
Undergraduate students

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope:
Description:

108.02
Incomplete Grade "I"
Provost and Vice President for Academic Affairs
04/03/1992
03/01/2010
To establish regulations for granting an undergraduate student an
incomplete grade, "I."
UAR - Grades
Undergraduate students
The grade of "I" shall be used when, because of extenuating circumstances,
the student cannot complete course requirements by the end of the term,
but probably can do so if given an extension by one-half semester. If the
course requirements are not completed by mid-term of the next semester,
the "I" will be changed to a failing grade.
Time Schedule: The following time schedule represents the maximum time
allowed to change an incomplete to a letter grade. A faculty member may
choose to set an earlier deadline if the extent of the work to be completed
does not require half a semester to complete. If the normally allotted time
is shortened, the student must be notified in writing.
"I" grade received
1. End of fall semester
2. End of spring term
3. End of Summer I or II

Must be changed by
1. Mid -term of spring semester
2. Mid -term of fall semester
3. Mid -term of fall semester

Procedure : The faculty member must prepare and submit to the
department chair a change of grade form five working days after the
student's completed work is received. This means that the student must
finish the course work at least five working days prior to the deadline date
for the receipt of mid-term grades in the Office of the Registrar.
Approved by Wayne D. Andrews, President Date :

UAR Number:
Title:
Originator:
Initial Adoption:

Incomplete Grade "I"
Vice President for Academic Affairs
04/03/1992

Revision Dates:

¥..X/XX/XXXX

Purpose :

To establish regulations for granting an undergraduate student an
incomplete grade, "I."
UAR - Grades

Procedural
References:
Scope :

Undergraduate students

Description:

The grade of "I" shall be used when , because of extenuating
circumstances, the student cannot complete course requirements by the
end of the term , but probably can do so if given an extension by onehalf semester. If the course requirements are not completed by midterm of the next semester, the "I" will be changed to a failing grade.
Time Schedule: The following time schedule represents the maximum
time allowed to change an incomplete to a letter grade. A faculty
member may choose to set an earlier deadline if the extent of the work
to be completed does not require half a semester to complete. If the
normally allotted time is shortened , the student must be notified in
writing .
"I" grade received
1. End of fall semester
2. End of spring term
3. End of Summer I or II

Must be changed by
1. Mid-term of spring semester
2. Mid-term of fall semester
3. Mid-term of fall semester

Procedure: The faculty member must prepare and submit to the
department chair a change of grade form five working days after the
student's completed work is received. This means that the student must
finish the course work at least five working days prior to the deadline
date for the receipt of mid-term grades in the Office of the Registrar.
Effect on GP/\.: The grade "I" will be calculated as an "E" in computation
of the grade point a'lerage for the current term.
/\.ppro'led by: C. Nelson Grote Date: 04/03/1992

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 108. 01
Title:

Incomplete Grade "I"

originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose:
To establish regulations for granting
undergraduate student an incomplete grade, 11 I. 11

Procedural Reference for:

X

III.

KRS, specify
CHE policy, specify
BO R policy, specify---- -------------UAR, specify =G=r~a~d=e=s= -------- - - - - - - - -- - -Other, specify

Scope (Who is covered by this UAR?) :

Undergraduate students.

Attach a description of the UAR.
Approve~ b

c.

an

Nelson

Date

UAR 108. 01

Incomplete Grade

"I" -

Undergraduate Program

The grade of 11 I 11 shall be used when, because of extenuating
circumstances, the student cannot complete course requirements by
the end of the term, but probably can do so if given an extension
of one-half semester. If the course requirements are not completed
by mid-term of the next semester, the 11 I 11 will be changed to a
failing grade.
Time Schedule:
The following time schedule represents the maximum
time allowed to change an incomplete to a letter grade. A faculty
member may choose to set an earlier deadline if the extent of work
to be completed does not require half a semester to complete.
If
the normally allotted time is shortened, the student must be
notified in writing.
II

I II grade received

1.

2.
3.

End of fall
semester
End of spring
term
End of Summer
I or II

Must be changed by
1.

2.
3.

Mid-term of
spring semester
Mid-term of
fall semester
Mid-term of
fall semester

Procedure:
The faculty member must prepare and submit to the
department chair a change of grade form five working days after the
student's completed work is received. This means that the student
must finish the course work at least five working days prior to the
deadline date for the receipt of mid-term grades in the office of
the registrar.
Effect on GPA:
The grade "I" will be calculated as an "E" in
computation of the grade point average for the current term.

UAR NUMBER: 109.03
TITLE: Academic Program Obj ectives
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIALADOPTION: 04/03/ 1992
REVISION DATE(S): 07/09/2018; 06/06/2019
AUDIENCE: (SELECT ALL THAT APPLY)
FACU LTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
) establish the following requirements for the academic program in all departments:
1. that each academic department state specific objectives to be met by program graduates.
2. that these objective statements be available to students in departmental offices and in the academic catalog.
3. that the program faculty have an appropriate system for assessing students' accomplishment of the stated
competencies.
4. that the results of program assessment be used in program planning and revision decisions.

SCOPE:
All undergraduate and graduate academic program in all departments.

.

.

DESCRIPTION (INCLUDE DEFINITIONS):
Defi nitions: Academic programs are those on the Kentucky Counci l on Postsecondary Education's listing of programs for
Morehead State University.
Objectives: Objectives should deal with specific institutional and societal needs that the program will address . Societal
needs encompass social, economic, environmental, and other needs at the local through global levels. "Program
Objectives" is NOT synonymous with "Student Leaming Outcomes ."
Implementation: The department chair or associate dean, in concert with the program faculty, i re ponsible for the
formulation of competency statements for each program, for the distribution, and for the assessment of academic
program objectives.
The Associate Provost for Undergraduate Education and Student Success, in conjunction with the University
Undergraduate Curriculum Committee and the college deans, department chairs and associate deans, is responsible for
the monitoring and recording of program competency statements and for the monitoring and recording of the quality of
all undergraduate programs through as es ment and outcome measures.
All departments must have two documents on file in the Office of the Associate Provost for Undergraduate Education
and tudent Success: competency statements for each program and a description of the way each competency will be
assessed. Both the documents may be revised as needed with notifications of the changes reported to the Associate
Provost for Undergraduate Education and Student Succes . The re ult of assessment wi ll be included in all program
review processes.
The Associate Provost for Research and Dean of the Graduate School, in conjunction with the University Graduate
Curriculum Committee and the college deans, department chairs and associate deans, is responsible for the monitoring
and recording of program competency statements and for the monitoring and recording of the quality of all graduate
programs through assessment and outcomes measures.
All departments must have two documents on file in the Office of the Associate Provost for Research and Dean of the
Graduate School: competency tatement for each program and a description of the way each competency will be
a sessed. Both the documents may be revi ed as needed with notifications of the changes reported to the Associate
Provost for Research and Dean of the Graduate School. The results of assessment will be included in all program
review proce ses.

APPROVED BY:

VICE PRESIDENT:

£;7-/j
7- I I - /)

PRESIDENT:

J

7-11-1

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number:
109. 01
Title:

Academic Program Competencies

Originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose: To establish the following requirements for the
academic programs in all departments:
1.

that each academic department state specific
competencies to be met by progam graduates.

2.

that these competency statements be available to
students in departmental offices.

3.

that the program faculty develop an appropriate
system for assessing students• accomplishment of
the stated competencies.

4.

that the results of student assessment be used in
program planning and revision decisions.

Procedural Reference for:
KRS, specify
CHE policy, specify
BO R policy, specify
UAR, specify
Other, specify
Assessing Program Effectiveness

------------------

X

III.

scope (Who is covered by this UAR?): All undergraduate and
graduate academic programs in all departments.

Attach a description of the UAR.

c.

Nelson Grote, President

Date

UAR 109 .01

Academic Program Competencies
Definitions: Academic programs are those on the Council on Higher
Education's listing of programs for Morehead State University.

Competency statements are statements that articulate the
knowledge and/or skills that program faculty expects students who
have completed the program to possess; they are the expected
educational results of the program.
Implementation: The department chair, in concert with the program
faculty,
is responsible for the formulation of competency
statements for each program, for the distribution of the statements
to interested students, and for the assessment of students'
competencies.

The Dean of Undergraduate Programs, in conjunction with the
Undergraduate Curriculum Committee and the college deans and
department chairs, is responsible for the monitoring and recording
of program competency statements and for the monitoring and
recording of the quality of all undergraduate programs through
assessment and outcomes measures.

"

All departments must have two documents on file in the Office
of the Undergraduate Dean: competency statements for each program
and a description of the way each competency will be assessed.
Both the statements and the assessments may be revised as needed
with notifications of the changes reported to the Undergraduate
Dean.
The results of assessment will be included in all program
review processes.
The Dean of Graduate Programs, in conjunction with the
Graduate Curriculum Committee and the college deans and department
chairs, is responsible for the monitoring and recording of program
competency statements and for the monitoring and recording of the
quality of all undergraduate programs through assessment and
outcomes measures.
All departments must have two documents on file in the Office
of the Graduate Dean: competency statements for each program and
a description of the way each competency will be assessed.
Both
the statements and the assessments may be revised as needed with
notifications of the changes reported to the Graduate Dean.
The
results of assessment will be included in all program review
processes.

Maria Fraser
Maria Fraser
Thursday, December 03 , 2009 5:28 PM
Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ; Donna Jo Baker; Gary R. Holeman ; Gerald
L. Demoss ; James A. Shaw; Jane Vescio Fitzpatrick; Joel Pace ; Karla Hughes; Kevin S.
Koett; Loretta Banks Lykins; M. Scott McBride; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters; Royal Berg lee; Student Government Association
Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce Ann Meade; Marcia
A. Pettit; Peggy Breeze; Rosemary Hinton ; Sandra Lee Ruth ; Sharon S. Reynolds; Theresa
Davis; Vanessa R. Webb
UAR Deletions
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Cc:

Subject:

After review, the following UARs have been deleted . The links have been removed from the UAR web page.
UAR 110.01
UAR 122.01
UAR 125.02

Telecourse Credit
Correspondence Credit
Graduate Assistantship Housing Benefits

Maria Fraser
Academic Affa irs Staff Assistant
rice of the Provost
,rehead State University
.:u5 Howell-McDowell
Morehead , KY 40351
(606) 783-2002
m.fraser@moreheadstate.edu
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number:

110.01

Title:

Telecourse Credit

Originator: Provost and Vice President for Academic Programs
Initial Adoption:
Revision Dates:

I.
II.

04/30/1992
06/01/2009 (Deletion)

Purpose:
Delete UAR pertaining to telecourses. Telecourses are no longer being offered.
Procedural Reference for:
__
__
__
__
__

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.
Scope (Who is covered by this UAR?): All students enrolled at Morehead State
University; others as special status students ifthey hold a high school diploma or a General
Education Development (GED) certificate .

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled: 110.01: Telecourse Credit
Date: 06/01/2009
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology
Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X
-1_

Student Government Association
University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Deletion Date:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

110.01
Telecourse Credit
Vice President for Academic Affairs

04/03/1992

06/01/2009
To establish guidelines for granting telecourse credit.
UAR - Admissions
All students enrolled at Morehead State University;
students if they hold a high school diploma or a Gi
Development (GED) certificate.
Eligibility: Any Morehead State Universit
credit. Full-time students must obtain perm1
from the department chair or dean of tn_.,,-.,.,..
i
offered. Others may register as
t
o telecourse credit if
they hold a high school diploma
cation Development
(GED) certificate.
Admission as a special st
qualify participants fo

elecourse credit does not necessarily
ission to residence study.

Registration : Stud-t-- ay gister for telecourses during any registration
period. Tele
award full-time residency status, and they may
be taken i
teen hours before graduation .
=-=-~ ~;;,:-:-::'-'4!ilie=e. n enrollment fee for telecourses is set by action of the
ge ts.
e by: C. Nelson Grote Date : 04/03/1992

I am recommencn. thit we delet&UAR 110.61. The policy does notrefted the current environment.
KET funding is non-existent and probably will not be available in the future. Additionally, we are
providing ITV and Internet based courses that accommodate the same students who were taking the
"telecourses" in the past.

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Deletion Date:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

110.01
Telecourse Credit
Vice President for Academic Affairs
04/03/1992

06/01/2009
To establish guidelines for granting telecourse credit.
UAR - Admissions
All students enrolled at Morehead State University; others as special status
students if they hold a high school diploma or a General Education
Development {GED) certificate.
Eligibility: Any Morehead State University student may enroll for telecourse
credit. Full-time students must obtain permission to enroll in telecourses
from the department chair or dean of the college in which the telecourse is
offered . Others may register as special students for telecourse credit if
they hold a high school diploma or a General Education Development
{GED) certificate .
Admission as a special student for telecourse credit does not necessarily
qualify participants for regular admission to residence study.
Registration : Students may register for telecourses during any registration
period . Telecourses count toward full -time residency status, and they may
be taken in the last sixteen hours before graduation.
Enrollment Fee : An enrollment fee for telecourses is set by action of the
Board of Regents.
Approved by : C. Nelson Grote Date : 04/03/1992

,

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 110.01
Title: Telecourse credit

Originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose:

To establish guidelines for granting telecourse
credit.

Procedural Reference for:
KRS, specify
CHE policy, specify
BO R policy, specify
UAR, specify =A=d=m=i=s=s~i~o~n=s"'---------------Other, specify

-----------------

X

III.
Scope (Who is covered by this UAR?): All students enrolled
at Morehead state University; others as special status students if
they hold a high school diploma or a General Education Development
(GED) certificate.

Attach a description of the UAR.

Date

UAR 110. 01

Telecourse credit

Purpose:

To establish guidelines for telecourse credit.

Eligibility:

Any Morehead State University student may
enroll for telecourse credit.
Full time
students must obtain permission to enroll in
telecourses from the department chair or dean
of the college in which the telecourse is
offered.
Others may register as special
students for telecourse credit if they hold a
high school diploma or a General Education
Development (GED) certificate.
Admission as a special student for telecourse
credit
does
not
necessarily
qualify
participants
for
regular
admission
to
residence study.

Registration:

Students may register for telecourses during
any registration period.
Telecourses count
toward full-time residency status, and they
may be taken in the last sixteen hours before
graduation.

Enrollment Fee:

An enrollment fee for telecourses is set by
action of the Board of Regents.

UAR NUMBER: 111 .02
TITLE: Second Degree Requirements
ORIGINATOR(S):
Provost & Vice President for Academic Affairs

INITIAL ADOPTION: 04/03/ 1992
REVISION DATE(S): 07/20/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To establish the requirements a student must meet in order to be granted a second degree at the same degree level.
Procedural References: BOR Bylaws

SCOPE:
Graduate and undergraduate students.

DESCRIPTION (INCLUDE DEFINITIONS):
Associate degree: For a second associate degree, the student must:
l. Hold an as ociate or higher degree from an accredited college or university.
2. Complete a program of study approved by the program advisor, department chair, or associate dean including at least
16 new semester hours (at least l 2 must be earned at Morehead State University). At least 9 of the 16 semester hours
earned must be in courses in a different associate degree program.
3. Earn a minimum 2.0 grade point average fo r all course work presented to complete the first associate degree, in all
course work completed at Morehead State University, and all course work in the second associate degree program.

Bachelor's Degree : For a second bachelor's degree, the student must:
1. Hold a bachelor's degree from an accredited college or university.

2. Complete a program of study approved by the program advisor, department chair or associate dean , including at least
32 new semester hours earned at Morehead State University. Of the 32 hours, a minimum of l 5 semester hours must be
earned in a second major or area of concentration.
3. Earn a minimum of 2.0 grade point average for all course work presented to comp lete the second degree, in all course
work at Morehead State University, and in all course work in a major, minor, or area.

Master's Degree: To complete a second master's degree, a student must:
1. Meet Graduate School admission and candidacy requirements as well as department candidacy requirements;
2. Complete a minimum of 15 semester hours of University residence credit in approved courses; (Additional courses
may be necessary to meet the degree requirements.)
3. Meet departmental exit criteria.

APPROVED BY:

VI CE PRESIDENT:

'4_,_,¥=-- ----

-7-+-~_,____,_7d_A~·

DATE:

7

/20/ I~

APPROPRIATE INSTITUTIONAL REVIEW: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ _ __
PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE:

l

/2-0/ l~

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 111.01
Title:

Second Degree Requirements

Originator: Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

Purpose: To establish the requirements a student must meet
in order to be granted a second degree at the same degree
level.

Procedural Reference for:
KRS, specify
CHE policy, specify
BO R policy, specify-=B~Y~-~l=a=w=-=-=s_ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify
Other, specify

------------------

III.

Scope (Who is covered by
undergraduate students.

this

UAR?):

Attach a description of the UAR.
Approve

Date

Graduate

and

UAR 111.01

Second Degree Requirements
Associate Degree:

For a second associate degree, the student must:

1.

Hold an acceptable associate or higher degree from an
accredited college or university.

2.

Complete a program of study approved by the program
advisor and department chair, including at least 16 new
semester hours (at least 12 must be earned at Morehead
State University). At least 9 of the 16 semester hours
earned must be in courses in a new prescribed associate
degree program.

3.

Earn a minimum 2.00 grade point average for all course
work presented to complete the degree, in all course work
completed at Morehead State University, and all course
work in the new prescribed associate program.

Bachelor's Degree:
must:

For a second bachelor's degree,

the student

1.

Hold an acceptable bachelor's degree from an accredited
college or university.

2.

Complete a program of study approved by the program
advisor and department chair, including at least 32 new
semester hours earned at Morehead State University. Of
the 32 hours, a minimum of 15 semester hours must be
earned in a new major or area of concentration.

3.

Earn a minimum of 2.00 grade point average for all course
work presented to complete the degree, in all course work
at Morehead State University, and in all course work in
a major, minor, or area of concentration.

Master's Degree:
must:

To complete a second master's degree, a student

1.

Meet admission and candidacy requirements;

2.

Complete a minimum of 15 semester hours of University
residence credit in approved courses; (Additional courses
may be necessary to meet the degree requirements.)

3.

Meet departmental exit criteria.

Master• s Degree After Fifth-Year Program: A student who enters the
master's degree program after completing the non-degree Fifth-Year
Program must:

1.

Present satisfactory Graduate Record Examination scores;

UAR 11 1.01

2.

Be admitted to candidacy;

3.

Complete a minimum of 15 semester hours of University
residence
credit.
(In
meeting
specific
degree
requirements, a minimum of 18 semester hours of graduate
credit will be required if only 12 semester hours of
graduate credit was earned for the Fifth-Year.)

4.

Meet departmental exit criteria.

Individual program requirements may be set at a higher level by the
program department than the minimums established by this policy.

UAR NUMBER: 112.06
TITLE:

Academic Grievance Procedure

ORIGINATOR(S):
Provost and Vice President for Academic Affair ; Associate Provost for Undergraduate Education & Student Success

INITIAL ADOPTION : 04/28/ 1992
REVISION DATE(S): 06/01/2009; 09/ 10/2014; 03/17/2016; 07/ 12/2018; 06/06/2019
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
) outline procedures which allow a student to file an academic grievance.

SCOPE:
All Morehead State University Students

OTHER (SPECIFY):

DESCRIPTION (INCLUDE DEFINITIONS ):
Descriptions: A student may file an academic grievance for the following reasons:
I. Alleged prejudice on the part of the instructor that impacts the student's final course grade.
2. Alleged failure to follow the final grading procedure established in the course syllabus that impacts student's final
cour e grade.
3. Alleged erroneous application of established grading procedures on individual assignments that impacts student's final
course grade.
4. Alleged significant departure from the instructor's, department's, program's, college's or university's announced
standards as stated in the cour e syllabus, catalog description and/or other written materials.
5. Alleged inconsistencies with University or program policy, or alleged arbitrary application of evaluation/performance
standards, that results in program dismissal.
Process for Academic Grievance
ote: If a student wishes to appeal a course grade, it is recommended that he or she remain in the course and continue to
comp lete all assignments until a final decision has been rendered. An academic grievance for grade appeal may be fi led
only in cases where the student wishes to contest a final course grade (i.e., grade-related grievances wi ll not be accepted
for individual assignments or midterm grades) .
For the purpose of this procedure,
1. "Days" means academic/working days, not calendar days. Dates of classes not being in se ion will not count toward
the timeline.
2. "Semester " means fall and spring semester. Summer and winter ses ions are not considered in the timeline.
Step I. The student should discuss any complaint with the instructor involved. If the complaint is not resolved at the
instructor level, or if the student fee ls it is not practical to contact the instructor, the student may present the complaint to
the chair of the department to which the instructor is assigned.
The deadline for a student to take the complaint to the faculty member is the 10th day of the beginning of the following
semester.

If the student is not enrolled the subsequent semester, a letter of inquiry should be mailed to the instructor and to the
instructor's department chair/a sociate dean by the 10th day of the beginning of the following semester.
Step 2. The instructor must respond in writing to the student within 5 days of the initial contact concerning the complaint.
Step 3. Upon receipt of an unacceptable response from the instructor or if the in tructor does not respond within 5 days,
the student has 10 days to file a formal academic grievance.
The tudent will be required to complete an Academic Grievance form. The form can be electronically retrieved from the
Office of the Provost's web page at:
https: //www.moreheadstate.edu/getattachment/Academic-Affairs/Forms-Publications/ Academic_ Grievance_ Student_ For
m_ 071218 .pdf.aspx?lang=en-US . Paper copies also can be obtained in the Office of the Provost. The completed
Academic Grievance form , and any supporting documentation, should be submitted to the instructor's department
chair/associate dean.

APPROVED BY:

VICE PRESIDENT:

?'iJI/
I

7-1) - /~
PRESID ENT:

1-11-lf
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.
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DESCRIPTION (CONTINUED):
Step 4. Upon receipt of the completed Academic Grievance form, the department chair/associate dean will :
·. Request a written response from the instructor addressing the issue raised by the student and
. Schedule a meeting within 5 days after the official paperwork is filed in the department chair's/associate dean's office.
The instructor, the student filing the grievance, the department chair/associate dean, and the dean of the responsible
college will be in attendance. The student may have hi or her academic advisor or a faculty member of the student's
choice present.
It will be the purpose of the department chair/associate dean and the re pective college dean to review the grievance and
attempt to mediate a settlement. The department chair/associate dean and the college dean's recommended solution is to
be con idered by both the faculty member and the tudent as a recommendation and not as a decision that is binding.
Within 5 days after this meeting, records of the meeting, including all documentation submitted by the student and the
recommendation by the department chair/associate dean and college dean, will be sent to the Associate Provost for
Undergraduate Education & Student Success and to all parties present at the meeting.
Step 5. If the final outcome is not acceptable to the student, the student may appeal to the Academic Standards and
Appeals Committee.
The student must petition a hearing before this committee within 5 days following the meeting with the instructor, co llege
dean, and department chair/associate dean .
Requests are to be in writing and made to the Associate Provost for Undergraduate Education & Student Success.
Requests for appeal may be submitted by:
1. electronic mail from the student's official MSU email address to ap@moreheadstate.edu. Reque ts submitted from any
:her email address will not be accepted.
paper reque t may be submitted to the Office of the Associate Provost for Undergraduate Education & Student
Success.
Step 6. Upon receipt of the student's petition for a hearing, the Associate Provost of Undergraduate Education & Student
Success will submit the records of all action to date to the Academic Standards and Appeals Committee.
Step 7. Within IO days following the student's notification of the request for appeal, the Academic Standards and
Appeals Committee will meet and review the data and previous recommendations.

1. The committee may request additional information and/or the parties involved to appear before the committee.
2. The Academic Standards and Appeals Committee decision will be sent to the Provost and Vice President for Academic
Affairs, with a copy being sent as a matter of record to the Associate Provost of Undergraduate Education & Student
Success, student, faculty member, department chair/associate dean, and the faculty member's college dean. The Provost
and Vice President for Academic Affairs is responsible for enforcing the committee's decision. The committee's decision
is final.
It is understood that anyone may appeal to the President of the University when due process has been violated or when
individual rights are disregarded.

•
UAR NUMBER: 112.05
TITLE: Academic Grievance P rocedure
ORIGINATOR(S):
Provost and Vice President for Academic Affairs; Associate Vice President for Undergraduate Education & Student
Success

INITIAL ADOPTION: 04/28/ 1992
REVISION DATE(S): 06/01/2009; 09/10/2014; 03/17/2016; 07/ 12/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STU DENTS

VENDO RS

PURPOSE:
To outline procedures wh ich allow a student to file an academic grievance.

SCOPE:
All Morehead State University Students

OTH ER (SPECIFY) :

C

•

•

DESCRIPTION (INCLUD E DEFINITIONS):
Descriptions : A student may file an academic grievance for the following reasons :
I. Alleged prej udice on the part of the instructor that impacts the student's final course grade.
2. Alleged failure to follow the final grading procedure established in the course syllabus that impacts student's fina l
course grade.
3. Alleged erroneous application of estab lished grading procedures on individual assignments that impacts student's fina l
course grade.
4. Alleged significant departure from the instructor's, department 's, program's, college's or university's announced
standards as stated in the course syllabus, cata log description and/or other written materia ls.
5. Alleged inconsistencies with University or program po licy, or alleged arbitrary app li cation of eva luation/performance
standards, that results in program dismissal.
Process for Academic Grievance
Note: If a student wishe to appeal a course grade, it is recommended that he or she remain in the course and conti nue to
complete all assignments until a final decision has been rendered. An academ ic grievance for grade appea l may be filed
only in cases where the student wishes to contest a fin al course grade (i.e. , grade-related grievances will not be accepted
for individual assignments or midtenn grades).
For the purpose of thi s procedure,
I. "Days" means academic/working days, not ca lendar days . Dates of classes not being in session wi ll not count toward
the timeline.
2. "Semester" means fall and spring semester. Summer and winter sessions are not considered in the timeline.
Step 1. The student shou ld discuss any complaint with the instructor involved. If the complaint is not resolved at the
instructor level, or if the student feels it is not practical to contact the instructor, the student may present the complaint to
the chair of the department to whi ch the instructor is assigned.
The deadline for a student to take the complai nt to the facu lty member is the l 0th day of the beginning of the follow ing
semester.

If the student is not enrol led the subsequent semester, a letter of inquiry should be mailed to the instructor and to the
instructor's department chair/associate dean by the I 0th day of the beginning of the following semester.
Step 2. The instructor must res pond in writing to the student with in 5 days of the initia l contact concern ing the complai nt.
Step 3. Upon receipt of an unacceptable response from the instructor or if the instructor does not respond within 5 days,
the student has 10 days to file a formal academic grievance.
The student will be required to comp lete an Academic Grievance form . The fo1m can be electronically retrieved fro m the
Office of the Provost's web page at:
http ://www.m oreheads tate. ed u/ get attachment/ A cad em ic-Services/ A ca demi c-Affairs/Office-of-the-Provos_t/F orms-Pub Ii ca
tions/Student-Course-Grade-Grievance-Form.pdf.aspx?lang=en-US. Paper copies also can be obtained in the Office of
the Provost. The completed Academ ic Grievance fo1m, and any supporting documentation, should be submitted to the
instructor' s department chair/associate dean.

APPROVED BY:
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DESCRIPTION (CONTINUED):
Step 4. Upon receipt of the completed Academ ic Grievance form , the department chair/associate dean will :
1. Request a written response from the instructor addressing the issues raised by the student and
2. Schedule a meeting within 5 days after the official paperwork is filed in the department chair's/assoc iate dean's office.
The instructor, the student filing the grievance, the department chair/associate dean, and the dean of the responsible
college will be in attendance. The student may have his or her academic advisor or a fac ul ty member of the student's
choice present.
It will be the purpose of the department chair/associate dean and the respective college dean to review the grievance and
attempt to mediate a settlement. The department cha ir/associate dea n and the college dean's recommended so lution is to
be considered by both the facu lty member and the student as a recommendation and not as a decision that is binding.
Within 5 days after this meeting, records of the meeting, including all documentation su bmi tted by the student and the
recommendation by the department chair/associate dean and college dean, will be sent to the Associate Vice President for
Undergraduate Education & Student Success and to a ll parties present at the meeting.
Step 5. If the fi nal outcome is not acceptab le to the student, the student may appea l to the Academic Standards and
Appeals Committee.
The student must petition a hearing before this committee within 5 days following the meeting with the instructor, co llege
dean, and department chair/assoc iate dean.
Requests are to be in writing and made to the Associate Vice President for Undergraduate Education & Student Success.
Requests for appeal may be submitted by:
1. electronic mail from the student 's official MSU emai l address to ap@ moreheadstate.edu . Requests submitted from
any other email address will not be accepted.
2. paper requests may be submitted to the Office of the Associate Vice President for Undergraduate Education & Student
Success.
Step 6. Upon receipt of the student's petition for a hearing, the Associate Vice President of Undergraduate Education &
Student Success will submit the records of all action to date to the Academic Standards and Appeals Committee.
Step 7. Within l Odays fo llowing the student's notification of the request for appea l, the Academic Standards and
Appeals Committee will meet and review the data and previous recommenda tions.
1. The committee may request additional information and/or the parties invol ved to appear before the committee.
2. The Academic Standards and Appeals Committee decision will be sent to the Provost and Vice Presi dent fo r Academi c
Affairs, with a copy being sent as a matter of record to the Associate Vice President of Undergraduate Education &
Student Success, student, faculty member, department c hair/associate dean, and the faculty member's college dean. The
Provost and Vice President for Academic Affairs is responsible for enforcing the commi ttee's decision. The committee's
deci sion is final.

It is understood that anyone may appeal to the President of the University when due process has been vi ola ted or w hen
individual rights are disregarded .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 112.04
Title: Academic Grievance Procedure

Originator: Associate Vice President for Academic Affairs/Academic Programs
Initial Adoption: 04/28/1992
Revision Dates: 06/01/2009, 07/18/2014, 09/10/2014, 03/17/2016
I.

II.

Purpose: To outline procedures which allow a student to file an academic
grievance (grade appeal).

Procedural Reference for:
__
__
__
__
XX

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify
Student Academic Grievances

Scope (Who is covered by this UAR?): All Morehead State University
Students

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR NUMBER:
TITLE:

112.04
Academic Grievance Procedure

ORIGINATOR:

Provost and Vice President for Academic Affairs (Original)
Associate Vice President for Academic Affairs , Academic
Programs (revision 07/18/2014) .

INITIAL ADPOTION:
REVISION DATES:

04/28/1992
6/1/2009 , 07/18/2014 , 09/10/2014 , 3/17/2016

PURPOSE:

To outline procedures which allow a student to file an
academic grievance (grade appeal) .

PROCEDURAL
REFERENCES:

Other - Student Academic Grievances

SCOPE (Who Is
Covered By This
UAR?):

All Morehead State University Students

DESCRIPTION:

A student may request an academic grievance or grade
appeal for the following reasons :
1. Alleged prejudice on the part of the instructor that
impacts the student's final course grade.
2. Alleged failure to follow the final grading procedure
established in the course syllabus that impacts student's
final course grade.
3. Alleged erroneous application of established grading
procedures on individual assignments that impacts
student's final course grade.
4. Alleged significant departure from the instructor's,
department's, program's, college's or university's
announced standards as stated in the course syllabus ,
catalog description and/or other written materials.
5. Alleged inconsistencies with University or program policy
that results in program dismissal or alleged arbitrary
application of evaluation/performance standards that
results in program dismissal.

Process for Academic Grade Grievance

It is recommended that the student remain in the course and continue to complete all
assignments until a final decision has been rendered.
For the purpose of this procedure ,

1. "Days" means academic/working days , not calendar days. Dates of classes not
being in session will not count toward the timeline .
2. "Semester" means fall and spring semester. Summer sessions are not
considered in the timeline .
Step 1.

The student should discuss any complaint with the instructor involved . If
the complaint is not resolved at the instructor level , or if the student feels it
is not practical to contact the instructor, the student may present the
complaint to the chair of the department to which the instructor is
assigned .
The deadline for a student to take the complaint to the faculty member is
the 10th day of the beginning of the following semester.
If the student is not enrolled the subsequent semester, a letter of inquiry
should be mailed to the instructor and to the instructor's department
chair/associate dean by the 10th day of the beginning of the following
semester.

Step 2.

The instructor must respond in writing to the student within 5 days of the
in itial contact concerning the complaint.

Step 3.

Upon receipt of an unacceptable response from the instructor or if the
instructor does not respond within 5 days, the student has 10 days to file a
fo rmal academic grievance (grade appeal) .
The student will be required to complete an Academic Grievance form.
The form can be electronically retrieved from the Associate Vice President
of Academic Affairs/Academic Programs web page at:
www.morehead state. edu/a cad emic programs. Paper copies can be
obtained in the Associate Vice President, Academic Affairs/Academic
Programs office . The completed Academic Grievance form , and any
supporting documentation , should be submitted to the instructor's
department chair/associate dean .

Step 4.

Upon receipt of the completed Academic Grievance form , the department
chair/associate dean will :
1. Request a written response from the instructor addressing the issues
raised by the student and
2. Schedule a meeting within 5 days after the official paperwork is filed in
the department chair's/associate dean 's office.
The instructor, the student filing the grievance , the department
chair/associate dean , and the dean of the responsible college will be in
attendance . The student may have his or her academic advisor or a
faculty member of the student's choice present.

It will be the purpose of the department chair/associate dean and the
respective college dean to review the grievance and attempt to
mediate a settlement. The department chair/associate dean and the
college dean's recommended solution is to be considered by both the
faculty member and the student as a recommendation and not as a
decision that is binding .
Within 5 days after this meeting , records of the meeting , including all
documentation submitted by the student and the recommendation by
the department chair/associate dean and college dean , will be sent to
the Associate Vice President, Academic Affairs/Academic Programs
and to all parties present at the meeting .
Step 5.

If the final outcome is not acceptable to the student, the student may
appeal to the Academic Standards and Appeals Committee .
The student must petition a hearing before this committee within 5 days
following the meeting with the instructor, college dean, and department
chair/associate dean.
Requests are to be in writing and made to the Associate Provost,
Academic Affairs/Academic Programs .
Requests for appeal may be submitted by:
1. electronic mail from the student's official MSU email address to
ap@moreheadstate.edu. Requests submitted from any other email
address will not be accepted.
2. paper requests may be submitted to the Associate Provost, Academic
Affairs/Academic Programs office.

Step 6.

Upon receipt of the student's petition for a hearing , the Associate Provost,
Academic Affairs/Academic Programs will submit the records of all action
to date to the Chair of the Academic Standards and Appeals Committee .

Step 7.

Within 10 days following the student's notification of the request for
appeal , the Academic Standards and Appeals Committee will meet and
review the data and previous recommendations .
1. The committee may request additional information and/or the parties
involved to appear before the committee .
2. The Academic Standards and Appeals Committee decision will be sent
to the Provost and Vice President for Academic Affairs , with a copy
being sent as a matter of record to the Associate Vice President
Academic Affairs/Academic Programs, student, faculty member,
department chair/associate dean , and the faculty member's college

dean . The Provost and Vice President for Academic Affa irs is
responsible for enforcing the committee's decision. The committee's
decision is final.
It is understood that anyone may appeal to the President of the university when due
process has been violated or when individual rights are disregarded .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 112.03
Title: Academic Grievance Procedure Course Grade Grievance Procedure

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 06/01/2009
Revision Dates: 09/10/2014
I.

II.

Purpose:

Procedural Reference for:
__
__
__
X
__

Ill.

To outline procedures which allow a student to file an
academic grievance (grade appeal).

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
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Scope (Who is covered by this UAR?):
All Students
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Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Descriptions:

112.03
Course Grade Grievance Procedure
Provost and Vice President for Academic Affairs (Original)
04/28/1992
6/1/2009 , 07 /18/14 , 9/10/14
To outline procedures which allow a student to file an academic
grievance (grade appeal).
Other - Student Academic Grievances
All Morehead State University students

A student may request an academic grievance (grade appeal)
regarding a final course grade.
Basis for a course grade appeal include
1. Alleged prejudice on the part of the instructor that impacts the
student's final cou rse grade.
2. Alleged failure to follow the final grading procedure established
in the course syllabus that impacts student's final course grade .
3. Alleged erroneous application of established grading
procedures on individual assignments that impacts student's
final course grade.
4. Alleged significant departure from the instructor's , department's,
program 's, college's or university announced standards as
stated in the course that impacts student's final course grade .

Process for Academic Grade Grievance
It is recommended the student remain in the course and continue
to complete all assignments until a final decision has been
rendered .
For the purpose of this procedure ,
1. "Days" means academic/working days, not calendar
days. Dates of classes not being in session will not count
toward the timeline .
2. "Semester" means fall and spring semester. Summer
sessions are not considered in the timeline.
Step 1. The student should discuss any complaint with the person
involved.
If the complaint is not resolved at the instructor level , or if
the student feels it is not practical to contact the instructor,
the student may present the complaint to the chair of the
department to which the instructor is assigned .

The deadline for a student to take the complaint to the
faculty member is the 10th day of the beginning of the
following semester.
If the student is not enrolled the subsequent semester, a
letter of inquiry should be mailed to the instructor and the
instructor's department chair within the 10th day beginning of
the following semester.
Step 2. The instructor must respond in writing to the student within 5
days of the initial contact concerning the complaint.
Step 3. Upon receipt of an unacceptable response from the
instructor or the instructor does not respond within 5 days,
the student has 10 days to file a formal academic grievance
(grade appeal) .
The student will be required to complete a Course Grade
Grievance form . The form can be electronically retrieved
from the Associate Vice President of Academic
Affairs/Academic Programs web page at:
www.moreheadstate.edu/academic programs. Paper copies
can be obtained in the Associate Vice President, Academic
Affairs/ Academic Programs office . The completed
Academic Grievance (Grade Appeal) form , and any
supporting documentation , should be submitted to the
instructor's department chair.
Step 4. Upon receipt of the completed Course Grade Grievance
form, the department chair will :
1. Request a written response from the instructor
addressing the issues raised by the student and
2. Schedule a meeting within 5 days after the official
paperwork is filed in the department chair's office.
The instructor, the student filing the grievance , the
department chair, and the dean of the responsible
college will be in attendance . The student may have his
or her academic advisor or a faculty member of the
student's choice present.
It will be the purpose of the department chair and the
respective college dean to review the grievance and
attempt to mediate a settlement. The department chair
and the college dean 's recommended solution is to be

considered by both the faculty member and the student
as a recommendation and not as a decision that is
binding .
Within 5 days after this meeting , records of the meeting ,
including all documentation submitted by the student and
the recommendation by the department chair and college
dean , will be sent to the Associate Vice President,
Academic Affairs/ Academ ic Programs and to the parties
present at the meeting .
Step 5.

If the final outcome is not acceptable to the student,
The student may appeal to the Academic Standards and
Appeals Committee .
The student must petition a hearing before this committee
within 5 days following the meeting with the instructor,
college dean , and department chair.
Requests are to be in writing and made to the Associate
Vice President, Academic Affairs/Academic Programs.
Requests for appeal may be submitted by:
1. Electronic mail from the student's official MSU email
address to ap@moreheadstate. edu . Requests
submitted from any other email address will not be
accepted.
2. Paper requests may be submitted to the Associate
Provost, Academic Affairs/ Academic Programs office .

Step 6.

Upon receipt of the student's petition for a hearing , the
Associate Provost, Academic Affairs/ Academic Programs
will submit the records of all action to date to the Chair of the
Academic Standards and Appeals Comm ittee .

Step 7.

Within 10 days following the student's notification of the
request for appeal , the Academic Standards and Appeals
Committee will meet and review the data and previous
recommendations.
1. The committee may request additional information and/or
the parties involved to appear before the committee.
2. The Academic Standards and Appeals Committee
decision will be sent to the Provost and Vice President for
Academic Affairs , with a copy being sent as a matter of
record to the Associate Vice President Academic Affairs/

Academic Programs , student, faculty, member,
department chair, and the faculty member's college dean .
The Provost and Vice President for Academic Affairs is
responsible for enforcing the committee's decision . The
committee 's decision is final.
It is understood that anyone may appeal to the President of the University
when due process has been violated or when individual rights are
disregarded .
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04/28/1992
6/1/2009
To outline procedures which allow a student to file an academic grievance
Other - Student Academic Grievances
All Morehead State Un iversity students

Policy: Grounds for filing an academic appeal include :

Alleged prejud ice on the part of the instructor which impacts the
student's grad e.
2. Alleged fa ilure to follow the final grading procedure establ ished in the
course syllabus.
3. Alleged erroneous application of establ ished grading procedures on
individual assignments.
4. A significant departure from the instructor' s, department's, program' s,
college's or un iversity announced standards as stated in the course
syllabus, catalog descriptions and/or other written materials .
1.

Step 1: It is recommended the student discuss any complaint with the person
involved . If the compla int is not resolved at the instructor level or if the student
feels it is not practical to contact the instructor the student may present the
complaint to the chair of the department to wh ich the instructor is assigned . If
the complaint involves a final grade, the student must take the complaint to the
faculty member with in the first two weeks of the beginning of the follow ing
semester. If the student is not enrolled the subsequent semester, a letter of
inquiry should be mailed to the instructor and the instructor's department chair
within the first two weeks of the beginning of the following semester. The
instructor must respo nd to the student within two weeks of the initial conta ct
concerning the complaint. Upon rece ipt of the response from the instructor or
the instructor does not respond with in two weeks, the student has 30 days to
file a formal complaint .
Step 2: Prior to any action by the department chair, the student will be requ ired
to complete a Student Grievance Form . The form is available in the Office of the
Provost and Vice President for Academic Affairs and should be completed and
returned to the chair of the department involved . Upon receipt of the Student
Grievance Form, the department chair will request from the instructor a
response in writing, addressing the questions raised by the student. Within one
week after the written grievance is filed in the department chair's office, a
meeting will be arranged . The instructor, the student filing the grievance, the
department chair, and the dean of the responsible college will be in attendance.
The student may have his or her academic advisor or a faculty member of the

student's choice present. It will be the purpose of the department chair and the
respective college dean to review the grievance and attempt to mediate a
settlement. The department chair's and the college dean's recommended
solution is to be considered by both the facu lty member and the student as a
recommendation and not as a decision that is binding. Records of this meeting,
including recommendations by the department chair and college dean, will be
sent to the Provost and Vice President for Academic Affairs and to all parties
concerned.
Step 3: If the recommendations presented by the department chair and the
college dean are not acceptable to the student, he or she may appeal to the
Academic Standards and Appeals Committee. The student must petition a
hearing before this committee within one week following the meeting with the
college dean and the department chair. Requests are to be in writing and made
to the Provost and Vice President for Academic Affairs. If the procedure has
been followed, the Provost and Vice President for Academic Affairs will submit
the records of all action to date to the chair of the Academic Standards and
Appeals Committee. Within two weeks following the application of appeal, the
Academic Standards and Appeals Committee will meet and review data and
previous recommendations. The committee may request additional information
and/or the parties involved to appear before the committee. The Academic
Standards and Appeals Committee decision will be sent to the Provost and Vice
President for Academic Affairs, with a copy being sent as a matter of record to
the student, faculty member, department chair, and the faculty member's
college dean. The Provost and Vice President for Academic Affairs is responsible
for enforcing the committee's decision . The committee's decision is final.
Step 4: It is understood that anyone may appeal to the President of the
university when due process has been violated or when individual rights are
disregarded.
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IV.

v.

Description of UAR:

(attach additional pages if necessary)
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UAR 11 2 . 0 1

ACADEMIC GRIEVANCE PROCEDURE
Policy:

Grounds for filing an academic appeal include:
1.
2.
3.
4.

Alleged prejudice on the part of the instructor
which impacts the student's grade.
Alleged failure to follow the final grading
procedure established in the course syllabus.
Alleged erroneous application of established grading
procedures on individual assignments.
Alleged abuse of academic freedom in teaching
methods and course requirements.

Step 1

It is recommended the student discuss any complaint with
the person involved. If the complaint is not resolved at
the instructor level, or if the student feels it is not
practical to contact the instructor, the student may
present the complaint to the chair of the department to
which the instructor is assigned.
If the complaint
involves a final grade, the student must take the
complaint to the faculty member within the first two
weeks of the beginning of the following semester. If the
student is not enrolled the subsequent semester, a letter
of inquiry should be mailed to the instructor and the
instructor's department chair within the first two weeks
of the beginning of the following semester. Upon receipt
of the response from the instructor, the student has 30
days to file a formal complaint.

Step 2

Prior to any action by the department chair, the student
will be required to complete a Student Grievance Form.
The form is available in the Office of the Vice President
for Academic Affairs and should be completed and returned
to the chair of the department involved. Upon receipt of
the Student Grievance Form, the department chair will
request from the instructor a response in writing,
addressing the questions raised by the student. Within
one week after the written grievance is filed in the
department chair's office, a meeting will be arranged.
The instructor, the student filing the grievance, the
department chair, and the dean of the responsible college
will be in attendance. The student may have his or her
academic advisor or a faculty member of the student's
choice present. It will be the purpose of the department
chair and the respective college dean to review the
grievance and attempt to mediate a settlement.
The
department chair's and the college dean's recommended
solution is to be considered by both the faculty member
and the student as a recommendation and not as a decision
that is binding.
Records of this meeting, including
recommendations by the department chair and college dean,
will be sent to the Vice President for Academic Affairs
and to all parties concerned.

UAR 112 .01

Step 3

If the recommendations presented by the department chair
and the college dean are not acceptable to the student,
he or she may appeal to the Academic Appeals Committee.
The student must petition a hearing before this committee
within one week following the meeting with the college
dean and the department chair.
Requests are to be in
writing and made to the Vice President for Academic
Affairs.
If the procedure has been followed, the Vice
President will submit to the chair of the committee
records of all action to date.
Within two weeks
following the application of appeal, the committee will
meet and review data and previous recommendations. The
committee may request additional information and/or the
parties involved to appear before the committee.
The
committee's decision will be sent to the Vice President
for Academic Affairs, with a copy being sent as a matter
of record to the student, faculty member, department
chair, and the faculty member's college dean. The Vice
President for Academic Affairs is responsible for
enforcing the committee's decision.
The committee's
decision is final.

Step 4

It is understood that anyone may appeal to the President
of the university when due process has been violated or
when individual rights are disregarded.

UAR NUMBER: 113.03
TITLE: Guidelines for Assessing Faculty Credential s
ORIGINATOR(S):
Provost and Vice President for Academ ic Affairs

INITIAL ADOPTION: 06/12/1992
REVISION DATE(S): 06/01 /2009; 07/20/2018
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To establish guidelines for assessing faculty credentials.
Procedura l References: Other - SACSCOC standards for eva luating faculty credentials

SCOPE:
All facu lty members

DESCRIPTION (INCLUDE DEANITIONS):
Purpose:
Morehead State University adheres to the requirements for faculty credentials established by the Sout hern A sociation of
olleges and Schools ommission on -olleges.
Guideline :
Teaching faculty status and category assignment are required for alt faculty members teaching courses at Morehead State
University. A completed hard copy of the Faculty Credential fom1, a current vita, and official original tran cript of the
two highest degrees must be submitted to the Office of Provost & Vice President of Academic Affairs when a faculty
member is hired. An xceptional Experti e forrn along with the appropriate supporting documentation must also be
submitted when outstanding profes ional experience and demonstrated contributions to the teaching discipline are
propo. ed to sub titute for academic preparation.
FACULTY REDENTIAL CATEGOR lE
Category A : Course Levels 600-899 Graduate and Post-Baccalaureate Courses.
Teaching Discipline Specific Qualifications: I) an earned doctorate/lerrninal degree in the teaching di cipline or a related
discipline, OR, 2) in exceptiot1al cases, a ma ter's degree and documented scholarly or creative activity through peer
recognition, exceptional professional experience, professional licen ure or certifications, or other related competencies.
ategory 8 : Course Level I 00-499 General Education and Baccalaureate Courses.
Teaching Discipline Specific Qualifications: 1) an earned doctorate in the teaching discip line or a c losely related
discipline, OR 2) a ma ter' degree in teaching or related di cipline, OR 3) a master's degree with a concentration of at
least 18 graduate eme ter hours and documentation of outstanding professional experience and/or demonstrated
contributions, OR, 4) in exceptional cases. a baccalaureate degree and documented scho larly or creative activity through
peer recognition, exceptional professional experience, profes ional licensure or certifications, or other related
competencies.
ategory C: Course Levels I 00-399 Associate Degree ourses For Baccalaureate Transfer.
Teaching Discipline-Specific Qualifications: I) a doctorate in the teaching discipline or a clo, ely related discipline, OR
2) a master's degree in the teaching discip line or a closely related di cipline, OR 3) a master's degree with a
concentration of at least I 8 graduate semester hours in Lhe discipline, OR, 4) in exceptional cases, a baccalaureate degree
and documented scholarly or creative activity through peer recognition, exceptional profes ional experience, profcs ional
licensure or certifications, or other related competencies.
alegory D: Associate Degree Courses Not De igned for Transfer to a Baccalaureate Degree.
Not Applicable
Faculty member a signed to teach in Category A-Dare listed in de cending order. For example, faculty qualified to
teach in ategory A are pre ·urned to be qualified to teach in ategories B,C and D: likewi e, faculty in Category B are
pre umed to be qualified for Categorie C and D unle ·s otherwise noted.

APPROVED BY:

APPROPRIATE INSTITUTIO

.--f1--rs1--- - - - - - - - - - - - - - DATE: _ _ _ _ __

PRESIDENT: - -- ---,-1"--"'--'...,,../-V-4/-,~~~LCZ~ac..,i-,:..:::c_,c_.:_::::.._________ DATE:

7 •/2-0/I l'b

,.
DESCRIPTION (CONTINUED):
Additional Faculty Credential Categories
1tegory E: Course Levels 100-499 Laboratories Graduate Teaching Assistants with More Than 18 Graduate Hours.
aching Discipline-Specific Qualifications: 1) a master's degree, OR 2) 18 graduate semester hours, direct supervision
by a faculty member experienced in the teaching discipline, regular in-service training, and planned and periodic
eval uati ons. May be assigned primary teaching responsibility for introductory courses in the discip line, usually those at
the I 00 level.
Category F: Course Levels 100-499 Only Laboratory Sections Graduate Teaching Assistants with Fewer Than 18
Graduate Hours.
Teaching Discipline-Specific Qualifications: All students in thi category must be enrolled in good standing in an
appropriate graduate program and ho ld a bachelor's degree in or related to the discipline. May ass i t in teaching, or be
a igned econdary teaching responsibi lity for laboratory and breakout sections. Students must al o be supervised by a
faculty member experienced in the teaching discipline, have regu lar in-service training, and undergo planned and periodic
evaluations.
Category G: Course Levels 100-499 ROTC/U.S. Military Science Programs.
Facu lty and staff in this category should ho ld: 1) a master's degree in an appropriate subject area, OR, 2) a bachelor's
degree in an appropriate subject area combined with two years of military ervice and documented success in spec ialty
military training, OR, 3) an a ociate's degree in an appropriate subject area comb ined with three years of military
service and documented success in specialty military training, OR, 4) Cadet Com mand-approved ROTC instruction as
denoted in the Memorandum of Agreement with the U.S . Am1y.
Category H: Course Levels Below 100 Remedial / Developmental Courses.
Facu lty and staff instructing remedial/developmental courses, which do not count towards graduation credit hour
requirement , mu t hold a bachelor's degree in the teaching discipline or a related field AND show documented training
or classroom experience in the area.
Category I: Course Levels Below 100 ESL Engl ish As A Second Language.
Full-time and part-time instructors of ESL courses, which do not count towards graduation credit hour requirements,
>Uld ho ld a master's degree in TESOL or a closely related field . Graduate Teaching Assistants in TESOL or a related
5ree field must have completed a methods and materials in teaching ESL course.
Category J: Course Level 100 Level Non-disciplinary First Year Seminar/Student Success Courses
First Year Seminar (FYS) is a non-disciplinary JOO-level credit bearing success course for entering students. Individuals
teaching FYS courses at the 100- level should ideally hold : 1) a master's degree, OR 2) Individuals holding a
baccalaureate degree with one or more of the fo ll owing attributes may also be considered with approval of the Provost
and Vice President for Academic Affairs: a) 18 graduate credits, OR b) a profe sional teaching certification, OR c) a
minimum of three years career experience in a university environment. All indi vid uals who teach FYS must undergo
annual in- ervice training and periodic eva luations by the Office of the Provost and Vice President for Academic Affairs.
Facu lty members cou ld be qua lified to teach courses in Categories A-D and also one or more Categories E-J.
Exceptional Expertise Guidelines:
The following criteria will be examined and evaluated by the department chair/associate dean in conjunction with the
dean when outstanding professional experience and demonstrated contributions to the teaching discipline are proposed to
sub titute for academic preparation:
• Professional experiences (other than teaching) directly related to the di cip line to be taught;
• Professional experiences ( other than teaching) indirectly related to the discipline to be taught; and/or
• Record of scho larly or creative activity directly related to the discip line to be taught

DESCRIPTION (CONTINUED):
When a faculty member's professiona l experience and demonstrated contributions to the teaching discipline are judged to
be inadequate, the facu lty member shall :
1e reassigned to a position for which he or she is qua lified, or
• be expected to pursue an approved faculty development plan to obtain the minim um qualifications needed in a
reaso nab le time period, or
• be released from further teaching.
The University must review and report the status of fac ulty credentia ls to the Southern Association of Co lleges and
Schools Commission on Colleges annually in the Institutional Profile (not to be confused with the MSU Profile). Each
department must likewise review fac ul ty credentials annually to detem1ine continued compliance. During that ann ual
review any faculty member who has been previously j udged qualified based on outstand ing professional experience and
demonstrated contributions to the teaching discipline must be reevaluated to a ure that the criteria listed above continue
to be demonstrated.
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Number:

113.02

Title:

Guidelines for Assessing Faculty Credentials

Originator: Provost and Vice President for Academic Programs
Initial Adoption:

06/12/1992

Revision Dates:

06/01/2009

I.

Purpose:

Establish guidelines for assessing faculty credentials when unique experience
and demonstrated competence are to substitute for academic preparations.

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify SACS standards for evaluating faculty credentials

Scope (Who is covered by this UAR?):

All faculty members who substitute unique experience and demonstrated
competence for academic preparation.

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:

113.02: Guidelines for Assessing Faculty Credentials

Date:

06/01/2009

X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology
Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress
Student Government Association

__K_ University Archives/CCL
Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

Procedural References:
Scope (Who Is Covered
By This UAR?):
Description:

113.02
Guidelines For Assessing Faculty Credentials
Provost and Vice President for Academic Affairs

06/12/1992
06/01/2009
To establish guidelines for assessing faculty credentials when
unique experience and demonstrated competence are to
substitute for academic preparation .
Other - SACS standards for evaluating faculty credentials
All faculty members who substitute unique experience and
demonstrated competence for academic preparation.
Purpose :
Morehead State University adheres to the requirements for
faculty credentials established by the Southern Association of
Colleges and Schools . These guidelines permit outstanding
professional experience and demonstrated contributions to the
teaching discipline to substitute for academic preparation in
certain exceptional cases.
Guidelines:
When outstanding professional experience and demonstrated
contributions to the teaching discipline are proposed to substitute
for academic preparation , the following criteria will be examined
and evaluated by a department chair in conjunction with a
departmental peer review committee :
• professional experiences (other than teaching) directly
related to the discipline to be taught:
• professional experiences (other than teaching) indirectly
related to the discipline to be taught;
• record of scholarly or creative activity directly related to the
discipline to be taught; and/or
• quality of student and supervisor review for teaching the
discipline in question
When a faculty member's professional experience and
demonstrated contributions to the teaching discipline are judged
to be inadequate , the faculty member shall
• be reassigned to a position for which he or she is qualified ,
or
• be expected to pursue an approved faculty development
plan to obtain the minimum qualifications needed in a
reasonable time period
The University must review and report the status of faculty
credentials to the Southern Association of Colleges and Schools

annually in the Institutional Profile (not to be confused with the
MSU Profile) . Each department must likewise review faculty
credentials annually to determine continued compliance . During
that annual review any faculty member who has been previously
judged qualified based on outstanding professional experience
and demonstrated contributions to the teaching discipline must be
reevaluated to assure that the criteria listed above continue to be
demonstrated .
Approved by: Wayne D. Andrews, President Date: 06/1/2009
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Number:

113 . o1

Title: GUIDELINES FOR ASSESSING FACULTY CREDENTIALS
Originator:

Vice President for Academic Affairs

Initial Adoption: 6/ 12 /92
Revision Dates:
I.

II.

Purpose:

To establish guidelines for assessing faculty credentials when unique
experience and demonstrated competence are to substitute for
academic preparation.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify
------------------ - UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ Other, specify SACS 1991 Criteria for Accreditation, Section 4.4.2

III.

Scope (Who is covered by this UAR?):
All faculty members who substitute unique experience and demonstrated
competence for academic preparation.

Attach a description of the UAR.
Approved

C. Nelson

Date

UAR 113.01

Morehead State University
Administrative Regulation
Title:

Guidelines for Assessing Faculty Credentials

Purpose:

Morehead State University adheres to the requirements for faculty
credentials set out in Section 4.4.2 of the Criteria of the Southern
Association of Colleges and Schools. These guidelines permit
outstanding professional experience and demonstrated contributions
to the teaching discipline to substitute for academic preparation in
certain exceptional cases.

Guidelines:

When outstanding professional experience and demonstrated
contributions to the teaching discipline are proposed to substitute for
academic preparation, the following criteria will be examined and
evaluated by a department chair in conjunction with a departmental
peer review committee:

+professional experiences (other than teaching) directly related
to the discipline to be taught:
+professional experiences (other than teaching) indirectly
related to the discipline to be taught;

+ record of scholarly or creative activity directly related to the
discipline to be taught; and/or

+ quality of student and supervisor review for teaching the
discipline in question.
When a faculty member's professional experience and demonstrated
contributions to the teaching discipline are judged to be inadequate,
the faculty member shall

+ be reassigned to a position for which he or she is qualified, or

+ be expected to pursue an approved faculty development plan
to obtain the minimum qualifications needed in a reasonable
time period.
The University must review and report the status of faculty credentials
to the Southern Association of Colleges and Schools annually in the
Institutional Profile. Each department must likewise review faculty

UAR 113.01

credentials annually to determine continued compliance. During that
annual review any faculty member who has been previously judged
qualified based on outstanding professional experience and
demonstrated contributions to the teaching discipline must be
reevaluated to assure that the criteria listed above continue to be
demonstrated.
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114. 0 1

Title: CONSULTING BY FACULTY MEMBERS AND ACADEMIC
ADMINISTRATORS

Originator:

Vice President for Academic Affairs and Dean of Faculty

Initial Adoption:

6/ 12 /9 2

Revision Dates:
I.

II.

Purpose:

To define procedure for requesting approval for and reporting of
consulting day(s).

Procedural Reference for:
_ _ KRS, specify
-------------------CHE policy, specify
----------------_x_ BOR policy, specify :.=P=A=c-~5._ _ __ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

-------------------

ID.

Scope (Who is covered by this UAR?):
Faculty members and academic administrators.

Attach a description of the UAR.

Date

UAR 114.01

Morehead State University
Administrative Regulation

Title:

CONSULTING BY FACULTY MEMBERS AND ACADEMIC
ADMINISTRATORS

Purpose:

This regulation is designed to implement PAc-5, the policy which
outlines the conditions governing private consulting by faculty members
and academic administrators.

Applicability:

Authorization to perform the private consulting must be secured from
the two up-line supervisors in the manner prescribed on the attached
form. This form shall also be completed to show the nature of the
work to be performed, the estimated time per week involved, and the
duration of the assignment. Time off from the regular work schedule
for consulting shall be limited to four days per month, and these days
shall be reported on the Monthly Exception Time Report.

•
UAR NUMBER: 115.04
TITLE: Military Credit
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIALADOPTION: 06/ 12/1992
REVISION DATE(S): 06/0 L/2009; 03/26/20 10; 07/ 12/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
To address the awarding of military credit

SCOPE:
Service members requesting college credit from military experiences.

OTHER (SPECIFY) :

•

DESCRIPTION (INCLUDE DEFINITIONS):
As a Service member Opportunity College (SOC), Morehead State Uni versity awards military credits in accordance with
SOC and American Council on Education (ACE) guidelines. Therefore, military credit will be awarded after careful
analysis by academic departments to detennine the comparabi lity of the learning outcomes of the military course and the
course at the University for which credit is being sought.

MILITARY OCCUPATIONAL SPECIALTY AND OTHER MILITARY CREDIT:
When a service member presents documentation of Military Occupational Specialty (MOS) or other military credit to the
Registrar and requests Morehead State University credit, the Registrar wi ll route the request to the department chair of
the service member's program of study for evaluation until an equivalency list has been estab lished. An equivalency
database will be maintained and reviewed annually.
MONITORING :
The University Undergraduate Curriculum Committee will review the procedure annually and recommend changes to the
Provost and Vice President for Academic Affairs.
RESIDE CY REQUIREMENTS :
Academic residency requirements will be no more than 50 percent of the undergraduate degree program for service
members.

APPROVED BY:
VICE PRES ID ENT: _ _.,__,,'--=---L---1-+/-+-¥---"---I-- - - - - --

-----+--

DATE: '

I\?..../1'6

CwJ)L_
______ DATE: ; /;J- /J~

APPROPRIATE INSTITUTIONAL REVIEW: _ ~- -~- - - ' - ~_____

PRESIDENT: _ _ _ _ __ _ _ _ _ _ _ _ __ _ _ _ __ _ _ _ _ DATE:

I

h2-h~

7I

I

UAR NUMBER: 11 7.02
TITLE: Selection, Orientation, and Supervision of Part-Time Faculty Members
ORIGINATOR(S):
Provost and Vice President for Academic Affa irs

INITIAL ADOPTION: 09/02/ l 994
REVISION DATE(S): 07/l2/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY) :

PURPOSE:
To define procedures for the selection, orientation and supervision of part-time facu lty.
Procedural References : BOR - PAc-1

SCOPE:
Part-time faculty

.
DESCRIPTION !INCLUDE DEFINITIONS):
DEFINITION OF TERMS: The tenn part-time faculty refers to the category of faculty described in PAc-1 as "lecturer."
POLICY: Part-time faculty play an important and necessary role in the University. They can provide expertise to enhance
educational programs, provide an additional faculty resource at university locations that are an inconvenient distance
from the main campus.
SELECTION PROCESS : The main authority in filling part-time positions rests with the department chair. The chair will ,
to the extent possible, select the best-qualified applicant from a pool of qualified app licants. In no event will the chair
select a faculty member who is not qualified by the standards of the accrediting agency of the program or by SACS
criteria, whichever are higher.
VERIFICATION OF CREDENTIALS: All part-time faculty members must have academic credentials on file in the
Office of the Provost and Vice President for Academic Affairs before hiring is complete. If certifications, work
experience, or other qualifications are to be used to demonstrate the competency of the proposed part-time faculty
member, the hiring process may not be completed until all documentation of the part-time faculty member's competence
has been completed. Non-academic credentials will be maintained in the depa1iment office. It is expected that the
departmental office will expedite the obtaining of credentials.
CONDITIONS OF EMPLOYMENT: The contract or equivalent document submitted to the proposed part-time facu lty
member must include an attachment that describes any departmental conditions for employment. Conditions may include
stipulations for scheduled time for conferences with students, requirements for time needed for appropriate orientation,
supervision, and evaluation by the department of the part-time faculty , and any special features required by the
department for basic instruction.
ORIENTATION : The department chair is responsible for coordinating orientation to the department for part-time faculty ,
when hired at the university for the first time. Such departmental orientation should include relevant general infonnation
about the University as we ll as statements of the objectives of the department and of the course the part-ti me facu lty
member is to teach. The expectations of the department including the necessary parts of an evaluation procedure and
other details of supervision should be explicitly discussed . Additionally, any unique features of eva luation of student
perfonnance and departmental grading practices should be covered.
SUPERVISION AND EVALUATION: The department chair shall supervise the instruction carried out by part-time
faculty in the same way that the chair supervises that of full-time faculty . The chair will maintain regular contacts with
part-time faculty and respond to unsolicited student comments on this instruction. Evaluation of the effectiveness of
instruction will be conducted in the same way for full-time and part-time facu lty members unless a specific written policy
in the department provides for a different but equally effective method . No part-time faculty member will be reappointed
if the results from his or her eva luation are significantly poorer than those for full-time department facu lty members.

APPROVED BY:
VICE PR ESIDENT:
APPROPRIATE INSTITUTIONAL REVIEW: _ _ _ _ _ __ _ _ _ __ _ _ _
PR ESID ENT:

_ __

_

_

_ __ __

_ _ _ __

_ _ _ _ __

_

_

_ __

_

_

__

DATE: _ _ _ __
DATE:

t
]I/12-fl'i

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 115.03
Title:

Military Credit

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 6/12/1992
Revision Dates:

6/1/2009; 3/26/2010
To address the awarding of military credit

I.

Purpose:

II.

Procedural Reference for:
__
__
X
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify Undergraduate Admissions Standards
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Service members requesting college credit from military experiences

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural References:
Scope (Who Is Covered
By This UAR?):

Description:

115.03
Military Credit
Provost and Vice President for Academic Affairs
06/12/1992
06/01/2009 , 03/26/2010
To address the awarding of military credit
BOR - Undergraduate Admissions Standards
Service members requesting college credit from military
experiences.
As a Service member Opportunity College (SOC) , Morehead
State University awards military credits in accordance with
SOC and American Council on Education (ACE) guidelines.
Therefore , military credit will be awarded after careful analysis
by academic departments to determine the comparability of the
learning outcomes of the military course and the course at the
University for which credit is being sought.

MILITARY OCCUPATIONAL SPECIALTY AND OTHER
MILITARY CREDIT:
When a service member presents documentation of Military
Occupational Specialty (MOS) or other military credit to the
Registrar and requests Morehead State University credit, the
Registrar will route the request to the department chair of the
service member's program of study for evaluation until an
equivalency list has been established .
MONITORING: The University Undergraduate Curriculum
Committee will review the procedure annually and recommend
changes to the Provost and Vice President for Academic
Affairs .
RESIDENCY REQUIREMENTS: Academic residency
requirements will be no more than 50 percent of the
undergraduate degree program for service members .

Approved by: Wayne D. Andrews , President Date: 3/29/2010

UAR Number:

115.01 115.02

Title:

Military Credit
Vice President for Academic Affairs
06/12/1992

Originator:
Initial Adoption:
Revision Dates:
Purpose:

To address the awarding of military credit.

Procedural

BOR - Undergraduate Admissions Standards

References For:
Scope (Who is
covered by this

Service members requesting college credit from military experiences. This
UAR is to take effect with the fall 1993 semester.

UAR?):
Description:

As a Service member Opportunity College {SOC), Morehead State
University awards military credits in accordance with SOC and American
Council on Education {ACE) guidelines. Therefore, military credit will be
awarded after careful analysis by academic departments to determine: 1)
the comparability of the learning outcomes of the military course and the
course at the University for which credit is being sought and 2) the
appropriateness and applicability of the credit to the student's educational
program of study.
MILITARY OCCUPATIONAL SPECIALTY AND OTHER MILITARY CREDIT:

When a service member presents documentation of Military Occupational
Specialty {MOS) or other military credit to the Registrar and requests
Morehead State University credit, the Registrar will route the request to
the department chair of the service member's program of study for
evaluation. A maximum of sixteen {16) hours of MOS or other military
credit may be awarded . Credit may be awarded only for courses that
correspond to courses in the service member's declared program of study.
BASIC TRAINING: A maximum of four (4) hours of "K" credit will be

awarded for Basic Training or DD 214 toward the general education
requirements in health and physical education.
CAMP CHALLENGE: A maximum of four (4) hours of credit will be awarded

as proficiency credit for MS 101 and MS 102.
MONITORING: The University Undergraduate Curriculum Committee will
This requirement
was moved from

review the procedure annually and recommend changes to the Vice
President for Academic Affairs.

UAR 100.01. Is this
still accurate?

RESIDENCY REQUIREMENTS: Academic residency requirements will be no

more than 25 percent of the undergraduate degree program for service
members.
Approved by: C. Nelson Grote Date : 06/12/1992

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

115.02

Title: Military Credit

Originator: Provost & Vice President for Academic Affairs
Initial Adoption:

06/12/1992

Revision Dates:

06/01/2009

I.

Purpose: Update UAR to reflect addition of residence requirements for
service members.

II.

Procedural Reference for:
__
__
X
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify Undergraduate admissions standards
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): Service members requesting credit
from military experiences.

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled: 115.02: Military Credit
Date:
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X

Student Government Association

_x_ University Archives/CCL
Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

-
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Purpose :

115.02
Military Credit
Provost and Vice President for Academic Affairs
06/12/1992
6/1/2009
To address the awarding of military credit.

Procedural

BOR - Undergraduate Admissions Standards

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:

References For:
Scope (Who is
covered by this

Service members requesting college credit from military experiences. This
UAR is to take effect with the fall 1993 semester.

UAR?):
Description:

As a Service member Opportunity College (SOC), Morehead State
University awards military credits in accordance with SOC and American
Council on Education (ACE) guidelines. Therefore, military credit will be
awarded after careful analysis by academic departments to determine : 1)
the comparability of the learning outcomes of the military course and the
course at the University for which credit is being sought and 2) the
appropriateness and applicability of the credit to the student's educational
program of study.
MILITARY OCCUPATIONAL SPECIALTY AND OTHER MILITARY CREDIT:

When a service member presents documentation of Military Occupational
Specialty (MOS) or other military credit to the Registrar and requests
Morehead State University credit, the Registrar will route the request to
the department chair of the service member's program of study for
evaluation . A maximum of sixteen (16) hours of MOS or other military
credit may be awarded. Credit may be awarded only for courses that
correspond to courses in the service member's declared program of study.
BASIC TRAINING: A maximum of four (4) hours of "K " credit will be

awarded for Basic Training or DD 214 toward the general education
requirements in health and physical education .
CAMP CHALLENGE: A maximum of four (4) hours of credit will be awarded

as proficiency credit for MS 101 and MS 102.
MONITORING: The University Undergraduate Curriculum Committee will

review the procedure annually and recommend changes to the Provost and
Vice President for Academic Affairs .
RESIDENCY REQUIREMENTS: Academic residency requirements will be no

more than 25 percent of the undergraduate degree program for service
members.

Maria Fraser
From:
Sent:
To:

Cc:

Subject:
Attachments:

Maria Fraser
Thursday, December 03 , 2009 5:09 PM
Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ; Donna Jo Baker; Gary R. Holeman ; Gerald
L. Demoss ; James A. Shaw; Jane Vescio Fitzpatrick; Joel Pace; Karla Hughes; Kevin S.
Koett; Loretta Banks Lykins; M. Scott McBride ; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters ; Royal Berglee; Student Government Association
Betty Jo Wa llace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce Ann Meade; Marcia
A. Pettit; Peggy Breeze; Rosemary Hinton ; Sandra Lee Ruth ; Sharon S. Reynolds; Theresa
Davis; Vanessa R. Webb
UAR 115.02 - Military Cred it
UAR 115.02 - Military Cred it 6-01 -09.pdf

The follow ing UAR has been revised and is posted to the web: UAR# 115.02
TITLED : Military Credit
Date : 6/1/09

UAR DISTRIBUTION LIST:
Provost and Executive Vice President - Karla Hughes
Vi ce President for Admin istrat ion and Fiscal Services - Mike Wal t ers
Vice President for Plann ing and Technology - Gary Holeman
Vice President for Student Life and Dean of Students - Madonna Weathers & Kevin Koett
Vice President for Development - Jim Shaw
~ssociate Vice President, Academic Affairs/Academic programs - Dayna Seelig
~ssociate Vice President, Academic Affa irs/University Outreach - Mike Seelig
Academic Deans - G. De Moss, B. Albert, S. McBride, C. Gunn
Faculty Senate - Royal Berglee
Staff Congress - Joel Pace
Student Government Associat ion - Kyle Yarawsky
University Arch ives/CCL - Donna Baker
General Counsel - Jane Fitzpatrick
Others :
Registrar - Loretta Lykin s
All originals of the attached UAR are filed in the Office of the Provost in Howell McDowell - 205 .
Appropriate Vice President is responsible for distribution to those individuals in his/her division.

Maria Fraser
Academ ic Affairs Staff Assista nt
Office of the Provost
Morehead State University
205 Howell-McDowell
Morehead, KY 40351
(606) 783-2002
m.fraser@moreheadstate.edu
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115.01

Title: MILITARY CREDIT

Originator: Vice President for Academic Affairs
Initial Adoption:

6/12/92

Revision Dates:
I.

II.

Purpose:

To address the awarding of military credit.

Procedural Reference for:
KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X BOR policy, specify Under2taduate Admissions Standards
=-=-UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
Servicemembers requesting college credit from military experiences.
This UAR is to take effect with the fall 1993 semester.

Attach a description of the UAR.

Approved !Z

(Y~_hdz

C. Nelson Grote

Date

'

UAR 115. 01

Military credit
As a Servicemembers Opportunity College (SOC), Morehead state
University awards military credits in accordance with soc and
American Council on Education (ACE) guidelines.
Therefore,
military credit will be awarded after careful analysis by academic
departments to determine: 1) the comparability of the learning
outcomes of the military course and the course at the University
for which credit is being sought and 2) the appropriateness and
applicability of the credit to the student's educational program of
study.

Military Occupational Specialty and Other Military Credit:
When a servicemember presents documentation of Military
Occupational Specialty (MOS) or other military credit to the
Registrar and requests Morehead State University credit, the
Registrar will route the request to the department chair of the
servicemember's program of study for evaluation.
A maximum of
sixteen (16) hours of MOS or other military credit may be awarded.
Credit may be awarded only for courses that correspond to courses
in the servicemember's declared program of study.
Basic Training:
A maximum of four (4) hours of "K" credit
will be awarded for Basic Training or DD 214 toward the general
education requirements in health and physical education.
Camp Challenge: A maximum of four (4) hours of credit will be
awarded as proficiency credit for MS 101 and MS 102.
Monitoring: The University Undergraduate Curriculum Committee
will review the procedure annually and recommend changes to the
Vice President for Academic Affairs.

UAR NUMBER:

116.05

TITLE: Guidelines Specific to Librarians
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 06/29/1992
REVISION DATE(S): 04/ 10/ 1996; 10/8/200 1; 6/ 1/2009; 07/26/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
STUDENTS

VENDORS

✓

OTHER (SPECIFY): Professional Librarians

PURPOSE:
To establish the guidelines spec ific to librarians within the Division of Academic Affairs and to delineate generally their
rights, privileges, and responsibi lities, as set out in PAc-31 , Professional Librarians; PAc-18, Faculty Rights and
Responsibi lities; and PAc-22, Discip linary Actions.
Procedural References: BOR - PAc-31

SCOPE:
Professional Librarians

DESCRIPTION (INCLUDE DEFINITIONS):
Sections :
I. Definition of Ranks for Librarians
II. Promotion Review
III. Emeritus Status
IV. Research
V . Academic Freedom and Responsibility
VI. Support for Editorships of Journals and Offices Held in Professional Organi zations
VII. Sabbatical Leave of Absence
VIII. Educational Leave of Absence
IX. Performance-based Compensation Plan for Librarians

***continued on fo llowing pages***

APPROVED BY:

VICE PRESIDENT:

/.iJJ

~

;:J✓ ~
fi,ri.o/ ~ 1

APPROPRIATE INSTITUTIONAL REVIEW:

DATE:

7 /z.lrl/tB

DATE:

'1/ZIP /Ir/

PRESIDENT: ________________ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ _ _ __

I.
Guidelines:

DEFINITION OF RANKS FOR LIBRARIANS
The Master's degree from an American Library Association accredited
program is the only degree that the University will acknowledge for
appointment, determination of rank, or subsequent personnel decisions.
The ALA-accredited Master's degree is the appropriate terminal
professional degree for librarians.
The following ranks are recognized by the University: Librarian I, Librarian
11, Librarian 111, and Librarian IV.
Minimum requirements for each rank are:
Librarian I

ALA-accredited Master's degree

Librarian II

ALA-accredited Master's degree with at leastthree
years' professional library experience and evidence
of continued professional growth
ALA-accredited Master's degree with at least six
years' professional library experience and
evidence of continued professional growth
ALA-a ccredited Master' s degree and either a
second master's degree or earned doctorate with
at least nine years' professional library experience
and evidence of continued professional growth .

Librarian Ill

Librarian IV

Consideration of promotion from one level to the next will require a
minimum of three years of service at the previous level; up to three years
of equivalent professional library service in other libraries may be applied
to time requirements for promotion. A second master's degree or an
earned doctorate is required for the Librarian IV rank.

II. PROMOTION REVIEW
Guidelines:

The promotion procedures consist of peer and administrative levels of
review: Librarian Promotion Review Committee (appointed by the Dean
of Library Services), Dean of Library Services, Provost and Vice President
for Academic Affairs, President, and Board of Regents.
Promotions shall be based on performance in each of the following three
areas: effectiveness as a librarian, professional achievement, and service.

Effectiveness as a
Librarian:

May include, but is not limited to :
Meets responsibilities -- selects, acquires, catalogs, classifies, circulates,
or maintains library materials and equipment; provides research
services, information retrieval information literacy instruction or
scholarly communications services; utilizes current Information systems
and technology; administers and supervises library services; plans work
priorities; serves as liaison to academic department(s).
Demonstrates initiative in job performance--designs and implements
library services and technology; assumes new and increased
responsibilities; plans improvements or innovations.
Integrates area of responsibility with entire Library-understands overall
Library operations; demonstrates commitment to the Library's goals of
education and service; maintains awareness of new developments in
library science and technology; participates in Camden-Carroll Library
committees; develops, coordinates, or conducts Library staff training;
uses suggestions, criticisms, and evaluations to improve performance.

Professional Achievement
May include, but is not limited to:
Scholarly or creative achievements; involvement in research;
membership in professional organizations, including leadership roles;
attendance of professional meetings, workshops, and seminars;
participation in workshops, seminars, or programs at professional
meetings; completion of additional job-related course work and/or
degrees; work experience; consulting.

Service to the Institution and the Community
May include, but is not limited to:
Participation on University and Faculty Senate committees; service asan
official representative of the University; sponsorship of approved cocurricular activities; coordination of and participation in University
workshops, conferences, clinics, in-service programs, and special events;
development of proposals; development of relationships with
professional groups in business, industry, trade, education, and
government; non-University service rendered as a citizen, not as a
representative of Morehead State University.

Annual performance reviews and promotion evaluations are separate
processes, and consequently, meeting or exceeding annual goals does
not automatically ensure a favorable promotion decision. Meeting the
minimal expectations of performance will not be sufficient for promotion
to the next rank.

PROMOTION
PORTFOLIO:

The promotion portfolio must contain a portfolio summary (extended
curriculum vita), supporting documents, and a letter of intent. The letter
of intent, addressed to the Dean of Library Services, will state the desire
to be considered for a promotion and should contain a summary of
major responsibilities and activities since the last rank assignment that
merit consideration for the promotion. Supporting documents should be
limited to the time period since any previous rank change. If a librarian
applies previous service at another institution to the time requirement,
the quality of performance at that institution must be documented. The
candidate's portfolio must document all qualifications and must be
complete at the time of submission to the Dean of Library Services.

PROMOTION
SUMMARY:

The following are guidelines for constructing the portfolio summary.
Candidates should respond to or supply evidence for all categories that
apply. Whenever appropriate, specific titles, dates, pages, and publishers
should be included. A reasonable sample of items under numbers 3 and4
should be presented.
Personal Data
a. Name
b. Present rank, administrative title (if applicable), and
department
c. Dates of initial rank assignment and promotions at
Morehead State University
d. Education completed: degrees, certifications, and/or
licenses with institutions and dates awarded or granted
e. Employment prior to Morehead State University
(1) . Institutions
(2). Dates
(3). Responsibilities
(4). Rank/title changes and dates
2. Effectiveness as a Librarian
a. Library assignment
(1) . Specific departmental responsibilities
(2} .Additional library responsibilities
(3). Liaison activities
l.

b. Demonstration of initiative
(1}. New services/technology implemented
(2). New and increased responsibilities assumed
(3) . Improvements or innovations planned
c. Integration of area of responsibility with entire Library
(1} . Library committee assignments
(2). Staff training activities
(3) . Cross-departmental projects
3. Professional Ach ievement
a. Scholarly or creative achievement
(1) . Publications
(2) . Presentations made or papers read at conferences
(3). Editorship of or service on editorial boards of
professional publ ications
(4) . Grants proposed orfunded
(5) . Sabbatical or educational leaves
(6) . Pure research completed
(7) . Fellowships awarded
(8) . Exhibits
(9). Speaking engagements
(10} . Inventions
(11) . Awards for scholarship
(12}Awards for creative productions
(13}Works in progress
b. Academic and/or professional organ izations
(1). Memberships
(2). Leadership roles
(3) . Attendance of conferences and meetings
(4) . Participation in workshops, seminars, or programs
(5). Awards for service
c. Continuing education
(1) . Attendance of seminars and workshops
(2) . Graduate study
(a) Institution
(b} Degree being pursued and anticipated date of
completion
(c) Credit hours completed
(3) .Additional job-related course work
d. Relevant work experience and consulting
(1) . Institution/agency
(2) . Responsibilities
(3) . Dates
e. Other evidence of professional growth

4. Service
a. University or Faculty Senate committees
b. Sponsorship of approved co-curricular activities
c. Service as an official representative of the University
(1) . Place
(2) . Responsibility
(3) . Date
d. Coordination of and participation in University workshops,
conferences, clinics, in-service programs, and special
events
(1). Title
(2). Form of participation
(3). Date
e. Development of proposals
(1). Title of proposal
(2) . Date submitted
(3). Accepted or unaccepted
f. Development of relationships with professional groups in
business, industry, trade, education, and government
g. Honors and awards for service
h. Other University service
i. Non-Un iversity service rendered as a citizen, not as a
representative of Morehead State University

SUPPORTING
DOCUMENTS:

The supporting documents should be arranged in the following
categories :

l. Documents which support personal data (for example):
a. Copies of official transcripts, certifications, or licenses
b. Copies of official letters of promotion at Morehead State
University and other institutions
2. Documents which support excellence as a librarian (for
example):
a. Copies of annual evaluations, letters of recommendation
or commendation, or user evaluations
b. Copies of descriptions of improved or innovative programs
and services
c. Evidence of participation in library committees
d. Copies of bibliographies, reports, RFPs or other technical
documents, procedures, and policies developed.
e. Copies of professional awards and honors

3.

Documents which provide evidence of professional
achievement (for example):
a. Copies of publications
b. Copies of papers/posters/abstracts
c. Copies of relevant pages in conference programs
d. Copies, photographs, slides, tapes, other media, or
patents documenting creative productions

e. Evidence of roles in academic or professional
organizations
f. Evidence of continuing education including transcripts of
coursework
g. Copies of programs identifying speaking engagements
4. Documents which support service (for example):
a. Copies of letters of appointment to University and Faculty
Senate committees
b. Evidence of participation in University workshops,
conferences, clinics, in-service programs, or special events
c. Copies of proposals developed
d. Copies of honors or awards for service

PROMOTION
COMMITTEE:

The Librarian Promotion Review Committee will be appointed by the Dean of
Library Services and must include five members, with representation from all
librarian ranks when possible.
1. No member shall serve on the Librarian Promotion Review
Committee and the Faculty Rights and Responsibilities Committee
at the same time .
2. The chairperson of the promotion committee shall be elected by
the committee from the membership.
3. To provide continuity, at least one librarian from the previous
committee will be appointed to serve on the current committee.
4. The committee' s justification for the recommendation of each
candidate must be in detailed narrative form. If the vote for
promotion is split, minority opinions may be included in the written
evaluation.
5. The promotion committee's deliberations must be treated
confidentially and must not be discussed outside of promotion
committee meetings.

REVIEW PROCESS:

1. BY JANUARY 15 : The candidate applying for promotion will submit
to the Dean of Library Services a portfolio which includes a letter of
intent, portfolio summary, and supporting documents.
2. The Dean of Library Services will appoint a promotion review
committee and schedule its first meeting, to be held by January 20.

3. Each committee member will individually review the portfolio and
make a recommendation. The committee will reconvene to write a
recommendation and justification.
4. BY FEBRUARY 15: The chair of the committee will forward the
portfolio to the Dean of Library Services. The portfolio will be
accompanied by the committee's recommendation and justification.
5. BY FEBRUARY 28: The Dean of Library Services will review and
evaluate the portfolio . The Dean of Library Services will inform the
candidate of his/her and the committee 's recommendations. In the
case of a negative recommendation, the candidate may submit a
written request to withdraw the portfolio, request that the portfolio
be sent on without responding, or request that it be sent on with a
letter of response. If the candidate chooses to submit a letter of
response, it must be submitted to the Provost and Vice President of
Academic Affairs.
6. BY MARCH 5: Unless a written request to withdraw the portfolio has
been submitted to the Dean of Library Services, he or she will
forward the portfolio to the Provost and Vice President of Academic
Affairs.
7. BY APRIL 30: The Provost and Vice President of Academic Affairs will
have reviewed the portfolio, the recommendations, and any letter
of response . The Provost and Vice President of Academic Affairs will
provide feedback to the Dean of Library Services prior to making a
recommendation to the President. The Dean of Library Services will
provide feedback to the Librarian Promotion Review Committee and
to the candidate(s) . The President, in turn, will make his or her
recommendation to the Board of Regents, which will make the final
decision .
8. BY ONE WEEK AFTER BOARD'S DECISION: Within one week of the
Board of Regents' decision, the President will have informed each
candidate in writing of the decision. The promotion portfolio will be
available for return.
9. BY TWO WEEKS AFTER BOARD'S DECISION: Each candidate who
does not receive promotion will have been invited to meet with the
Provost and Vice President of Academic Affairs for further
explanation. The candidate has the option to decline this invitation .
10. A librarian who is promoted will receive a salary increase
commensurate with amounts awarded to faculty upon change in
rank.

ELIGIBILITY:

Ill. EMERITUS STATUS

To be eligible for consideration, individuals must have had at least 20
years of meritorious University service at Morehead State University and
must be entering or have entered retirement status in an approved
Morehead State University retirement program.
Exceptions to the minimum years of service may be made if warranted
based upon recommendations of the Executive Vice President for
Academic Affairs and Dean of Faculty and the President.

PROCEDURE FOR
GRANTING
EMERITUS
STATUS:

Upon formal notification to the Dean of Library Services of a librarian's
intent to retire, the Dean of Library Services will seek a recommendation
from the Librarian Promotion Review Committee. The recommendations
of the committee and the Dean of Library Services will be sent to the
Provost and Vice President for Academic Affairs. Recommendation for
emeritus status must be approved by the Provost and Vice President for
Academic Affairs, the President, and the Board of Regents.

PRIVILEGES OF
EMERITUS
STATUS:

Librarians with emeritus status may be provided with an office if feasible,
and arrangements may be made for part-time service to the University
pursuant to appropriate University policies. The names of librarians
emeriti will be listed in University catalogs and will be placed on
University mailing lists for receipt of appropriate publications and
announcements of functions and activities.
IV. RESEARCH GUIDELINES

Librarians are encouraged to seek and participate in opportunities for
research. Those interested in applying for a University research grant
should contact a member or the Chairperson of the University Research
Committee. Librarians interested in applying for a grant to be funded by
an external agency should contact the Office of Research, Grants and
Contracts .
Recognizing the need to comply with 0MB Circular A-21 and the
Education Division General Administrative Regulations (EDGAR),
Morehead State University shall account for the time and effort of
University personnel working on externally funded projects.
University personnel, where all or part of their total compensation
(including consulting, overload, etc.) is paid by external sources and/or
where their time and effort are donated by Morehead State University to

an externally sponsored project, shall complete periodically a "Time and
Effort Certification Form" which documents their time and effort. Time
and Effort Certification forms are available in the Restricted Accounting
Information section of the Office of Accounting and Budgetary Control
web site.

V. ACADEMIC FREEDOM AND RESPONSIBILITY
GUIDELINES:

Academic freedom is the right of librarians to study, discuss, investigate,
teach, conduct resea rch, publish, or administer as appropriate to their
respective roles and responsibilities . Librarians have the responsibility to
provide unbiased access to information representing various scholarly
viewpoints, including controversial issues.
Therefore, library resources and the professional judgment oflibrarians
must not be subject to censorship. It is the responsibility of
administrators to protect and assure these rights within the governing
framework of the institution

VI. SUPPORT FOR EDITORSHIPS OF JOURNALS AND OFFICES HELD IN
PROFESSIONAL ORGANIZATIONS
GUIDELINES:

If a librarian assumes an editorship of a professional journal or holds an
office in a professional organization, that individual shall inform the Dean
of Library Services about such activity and any need for institutional
support.

VII. SABBATICAL LEAVE OF ABSENCE
PURPOSE:

To provide a leave of absence with pay for research and independent
study, professional enhancement such as institutes and workshops, and
travel related to the applicant's professional interests. Sabbatical leaves
w ill not be granted for the purpose of pursuing an additional degree .

GUIDELINES:

A sabbatical is a privilege based on demonstrated excellence in
librarianship . The sabbatical leave of absence is not intended to
substitute for the educational leave nor is paid employment an
acceptable basis for such a leave .

ELIGIBILITY:

Librarians with ranks of Librarian Ill or IV and a minimum of six
consecutive years of full -time service at Morehead State University may
apply for a sabbatical leave of absence . All requests for sabbatical leaves
will be considered, but budgetary constraints that vary from year to year
may limit the number of leaves granted .

LIMITATIONS:

A sabbatical leave will not be granted to an individual who cannot
provide two contract years of full-time service to the Universityfollowing
return from the sabbatical leave.

CRITERIA FOR

Factors considered in evaluating an appl ication for sabbatical leave are
the potential value of the leave for the professional growth of the
applicant, the quality of academic service by the applicant, and the
potential for the enhancement of the Library and the University.

CONSIDERATION:

SUBMISSION OF
REQUEST FOR
SABBATICAL
LEAVE:

The librarian is responsible for submitting an application, on a form
provided, to the Dean of Library Services no later than September 15
preceding the fiscal year during which the leave is to begin. A librarian
may submit an application a year in advance

REVIEW PROCESS:

The application will be reviewed by a Library Leave Committee
(appointed by the Dean of Library Services and composed of Librarians Ill
and IV), the Dean of Library Services, the University Professiona l
Development Committee, and the Provost and-Vice President of
Academic Affairs. No person shall be on both the Library and University
leave committees.

APPROVAL
PROCESS:

The recommendation of each review level will be recorded and
submitted to the next higher level of review. The recommendation will
be made by the Provost and Vice President for Academic Affairs to the
President, whose recommendation will be sent to the Board of Regents
for final approval at its second quarterly meeting. Applications submitted
a year in advance will be reviewed a year in advance. If a sabbatical leave
is denied, a new application may be filed .

SALARY
PAYMENTS WHILE
ON LEAVE:

A person granted a sabbatical leave may receive full monthly base salary
for up to six months payable over the six-month period, or one-half of
the monthly base salary for up to twelve months. The salary will be based
upon that which the person would have received for the fiscal year had
the sabbatical leave not been taken .

LIBRARIAN
RIGHTS DURING
THE LEAVE:

The successful applicant will retain the following rights during time spent
on a sabbatical leave of absence :
1. The recipient may share in the salary increases awarded bythe
University.

2. If the recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on sabbatical nor will the University
make retirement contributions on his/her behalf. However,
sabbatical recipients will be eligible to purchase service credit for the
period of time spent on a sabbatical according to the guidelines set
forth by the KTRS. If the sabbatical participant chooses to purchase
the service credit within the "interest-free period" as established by
the KTRS, the University will pay the difference between the service
credit purchase price and the amount that would have otherwise
been deducted from the recipient's pay if contributions had been
allowed by KTRS. If the sabbatical participant chooses not to
purchase the service credit, the University will make no contributions
on the participant's behalf. Retirement withholdings for non-KTRS
sabbatical recipients and contributions by the University on their
behalf will continue at the rates in effect before the sabbatical began .
3. The leave period counts toward requirement for promotion .
4. The recipient will return to the former position with the University
unless otherwise agreed to by the employer and employee .
5. The recipient who is a member of a University insurance coverage
plan will continue to receive coverage at the same rates while on a
sabbatical leave. This applies to dependents as well.
LIBRARIAN
OBLIGATIONS
REGARDING THE
LEAVE:

An agreement will be drawn up between the recipient and the University
confirming the approved sabbatical plan and the recipient's rights and
obligations. The recipient shall make progress reports to the Dean of
Library Services at both the mid-point and at the end of the sabbatical
leave. Failure of the recipient to comply with the contracted provisions of
the sabbatical will result in cancellation of the sabbatical, repayment of
all salaries received as a result of being granted the leave, and forfeiture
of all rights specified in the sabbatical leave agreement.
At the end of the sabbatical leave, the recipient will return to service at
Morehead State University for at least two years. If the recipient returns
for a period of less than two years, then an amount prorated in relation
to the amount of service given must be repaid. For example, if he/she
returns for one year, the payment to the University shall be one-halfthe
compensation received while on leave.
Since the sabbatical leave is granted for academic purposes, paid
employment is not an acceptable basis for such a leave. However, it is
recognized that some forms of remuneration as well as scholarships,
fellowships, and other honorary stipends may be a legitimatecomponent
of an academic experience . Therefore, a limited amount of income is

allowable as part of the sabbatical experience . The determination of any
limits to be placed on income earned during a sabbatical leave should be
made by the University Professional Development Committee as a part
of its review of the application. Recommendations as to such limits can
be made at all other levels of review.
SUBSEQUENT
SABBATICAL
LEAVES:

An individual becomes eligible to apply for a subsequent sabbatical leave,
provided that a minimum of six years of full-time service has elapsed
since ending a previous sabbatical leave.

EXCEPTIONS:

The President has the option of making exceptions to the above stated
policy when deemed in the best interest of the University.
VIII.

EDUCATIONAL LEAVE OF ABSENCE

PURPOSE:

1. To provide a leave of absence for advanced study leading to the
earning of an advanced degree or certification in librarianship or a
related field .
2. To provide a leave of absence for retraining and preparation for a
specific vacancy.

GUIDELINES:

An educational leave is a privilege based on demonstrated excel lence in
librarianship and potential to provide tangible contributions to the
University upon completion of this educational leave of absence .
All requests for educational leave will be considered . However,
budgetary constraints that may vary from year to year may limit the
number of leaves granted.

ELIGIBILITY:

Librarians I-IV with a minimum of three consecutive full-time years at
Morehead State University can apply for an educational leave. Time
spent of any type of leave of absence is not counted toward full -time
service for the purposes of educational leave.

LIMITATION:

An educational leave will not be granted to an individual who cannot
provide two years of full-time service to the University following return
from the educational leave.

CRITERIA FOR
CONSIDERATION:

Factors considered in evaluating an application for educational leave are:
the Library's or University's need for the librarian to have additional
advanced study; the benefit received by the Library or University as a
result of the librarian completing the advanced study; the quality of the
academic service of the librarian .

APPLICATION:
PROCEDURE:

The librarian is responsible for submitting an application, on a form
provided, to the Dean of Library Services no later than December 15,
preceding the fiscal year during which the leave is to begin.

REVIEW PROCESS:

The application will be reviewed by a Library Leave Committee
(composed of librarians appointed by the Dean of Library Services), the
Dean of Library Services, the University Professional Development
Committee, and the Provost and-Vice President of Academic Affairs. No
person shall serve on both Library and University leave committees. The
recommendation of each review level will be recorded and submitted to
the next higher level of review. Recommendations will be made by the
Provost and Vice President of Academic Affairs to the President, whose
recommendations are sent to the Board of Regents for final approval at
its third quarterly meeting.

SALARY
PAYMENTS WHILE
ON LEAVE:

A person granted an educational leave may receive full monthly base
salary for up to six months payable over the six-month. period, or onehalf of the monthly base salary for up to twelve months. The salary will
be based upon that which the person would have received for the fiscal
year had the educational leave not been taken . After the educational
leave of absence the librarian is eligible to apply for a leave of absence
without pay.

LIBRARIAN
RIGHTS DURING
THE LEAVE:

The successful applicant will retain the following rights during time spent
on an educational leave :
1. The recipient who is a member of a University insurance plan will
continue to receive coverage at the same rates while on an
educational leave. This applies to dependents as well.
2. The recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on educational leave nor will the

University make retirement contributions on his/her behalf.
However, educational leave recipients will be eligible to purchase
service credit for the period of time spent on educational leave
according to the guidelines set forth by the KTRS. If the educational
leave participant chooses to purchase the service credit within the
"interest-free period" as established by the KTRS, the University will
pay the difference between the service credit purchase price and the
amount that would have otherwise been deducted from the
recipient's pay if contributions had been allowed by KTRS. If the
educational leave participant chooses not to purchase the service
credit, the University will make no contributions on the participant's
behalf. Retirement withholdings for non-KTRS educational leave
recipients and contributions by the University on their behalf will

continue at the rates in effect before the educational leave began.
3. The librarian may request to credit one academic year toward the
length of service in rank for promotion . This request must be made
on the Educational Leave of Absence Application Form.
4. The recipient will return to the former position with the University
unless otherwise agreed by the employer and employee .
LIBRARIAN
OBLIGATIONS:

An agreement will be drawn up between the recipient and the University
confirming the approved educational leave plan and the recipient's rights
and obligations. The recipient shall make progress reports to the Dean of
Library Services at the end of each semester/ quarter, which includes a
description of course work completed and credit earned . Failure of the
recipient to comply with the contracted provisions of the educational
leave will result in cancellation of the leave, repayment of all salaries
received as a result of being granted the leave, and forfeiture of all rights
specified in the educational leave agreement.
After the educational leave expires the recipient shall return to service at
Morehead State University for two years or repay the amount of salary
received while on leave. If the recipient of an educational leave returns
to the University for a period less than the time contracted, the amount
of salary to be repaid shall be prorated in relation to the amount of
return service given.

SUBSEQUENT
LEAVES OF
ABSENCE:

An individual becomes eligible to apply for a subsequent educational
leave of absence under the terms and conditions specified.

EXCEPTIONS:

The President has the option of making exceptions to the above stated
policy when deemed in the best interest of the University.
IX. PERFORMANCE-BASED COMPENSATION PLAN FOR LIBRARIANS

GUIDELINES:

The policy of Morehead State University is to systematically evaluate
individual librarian performance on an annual basis. Evaluation isbased
on expectations in three areas: performance as a librarian, professional
achievement, and service .
Performance-based compensation will be determined through
supervisory and peer review . The review process will be based on
evaluation of criteria in the areas of librarianship, professional
achievement, and service against which the performance of individual
librarians will be compared. The criteria will not be a set of fixed
universally-applied standards, but a set of goals established by each

librarian in conjunction with his or her supervisor at the beginning ofthe
review period . The goals should reflect the specific role of the librarian
within the Library and should recognize the variables which affect
opportunities for professional achievement and service .
RESPONSIBILITIES:

1. Library supervisors, the Dean of Library Services, and the Provost and
Vice President of Academic Affairs are responsible for ensuring that
the Library Evaluation Plan is applied fairly .
2. The Provost and Vice President of Academic Affairs will review
annually the distribution of performance-based compensation
increments to insure compliance with University guidelines.
3. The President will review and approve the annual distribution of
performance-based compensation increments to librarians.
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I.

DEFINITION OF RANKS FOR LIBRARIANS

The Master' s degree from an American Library Associat ion accred ited
program is the only degree that the University will acknowledge for
appointment, determination of rank, or subsequent personnel decisions.
The ALA-accredited Master's degree is the appropriate terminal
professional degree for librarians .

Guidelines:

The following ranks are recognized by the University: Librarian I, Librarian
II, Librarian 111, and Librarian IV.
Min imum requirements for each rank are:
Librarian I

ALA-accredited Master's degree

Librarian II

ALA-accredited Master's degree w ith at least three
years' professional library experience and
evidence of continued professional growth
ALA-accredited Master's degree w ith at least six
years' professional library experience and
evidence of continued professional growth
ALA-accredited Master' s degree and either a
second master's degree or earned doctorate with
at least nine years' professional library experience
and evidence of continued profess ional growth .

Librarian Ill

Librarian IV

Cons ideration of promotion from one level to the next w ill require a
min imum of three years of service at the previous level; up to three years
of equivalent professional library service in other libraries may be app lied
to time requirements for promotion. A second master' s degree or an
earned doctorate is required for the Librarian IV rank.
II.

Guidelines:

PROMOTION REVIEW

The promotion procedures consist of peer and administrative levels of
review : Librarian Promotion Review Committee (appointed by the Dean
of Library Services}, Dean of Library Services , Provost and Vice President
for Academic Affa irs, President, and Board of Regents .
Promotions shall be based on performance in each of the following th ree
areas: effectiveness as a librarian, professional achievement, and service .

Effectiveness as a

May include, but is not limited to :

Librarian:

Meets responsibilities -- selects, acquires, catalogs, classifies, circulates,
or maintains lib rary materials and equipment; provides reference
services, information retrieval, or bibliographic instruction; utilizes
cu rrent Information systems and technology; administers and supervises
library services; plans work priorities; serves as liaison to academic
department(s) .
Demonstrates initiative in job performance--designs and implements
library services and technology; assumes new and increased
responsibilities; plans improvements or innovations.
Integrates area of responsibility with entire Library-understands overall
Library operations; demonstrates commitment to the Library's goals of
education and service; maintains awareness of new developments in
library science and technology; participates in Camden-Carroll Library
committees; develops, coordinates, or conducts Library staff training;
uses suggestions, criticisms, and evaluations to improve performa nee.
Professional Achievement

May include, but is not limited to :
Scholarly or creative achievements; involvement in research;
membersh ip in professional organizations, including leadership roles;
attendance of professional meetings, workshops, and seminars;
participation in workshops, seminars, or programs at professional
meetings; completion of additional job- related course work and/or
degrees; work experience ; consulting.
Service to the Institution and the Community

May include, but is not limited to:
Participation on University and Faculty Senate committees; service as an
official representative of the University; sponsorship of approved co-curricular activities; coordination of and participation in University
workshops, conferences, clinics, in-service programs, and special events;
development of proposals; development of relationships with
professional groups in business, industry, trade, education, and
government; non-University service rendered as a citizen, not as a
representative of Morehead State University.

Performance-based salary increase (PBSI) and promotion evaluations are
separate processes, and consequently, meeting or exceeding PBSI criteria
does not automatically ensure a favorable promotion decision . PBSI
evaluations are based on annual performance whereas promotion
evaluations are based on cumulative performance . Meeting the minimal
expectations of performance wil l not be sufficient for promotion to the
next rank.

PROMOTION
PORTFOLIO:

The promotion portfolio must contain a portfolio summary (extended
curriculum vita), supporting documents, and a letter of intent. The letter
of intent, addressed to the Dean of Library Services , will state the desire
to be considered for a promotion and should contain a summary of
major responsibilities and activities since the last rank assignment that
merit consideration for the promotion. Supporting documents should be
limited to the time period since any previous rank change. If a librarian
applies previous service at another institution to the time requirement,
the quality of performance at that institution must be documented. The
candidate's portfolio must document all qualifications and must be
complete at the time of submission to the Dean of Library Services .

PROMOTION
SUMMARY:

The following are guidelines for constructing the portfolio summary.
Candidates should respond to or supply evidence for all categories that
apply. Whenever appropriate, specific titles, dates, pages, and publishers
shou ld be included. A reasonab le sample of items under numbers 3 and 4
should be presented.
1. Personal Data
a. Name
b. Present rank, administrative title (if app licable), and
department
c. Dates of initial rank assignment and promotions at
Morehead State University
d. Education completed : degrees, certifications, and/or
licenses with institutions and dates awarded or granted
e. Employment prior to Morehead State Un iversity
( 1) . Institutions
(2) . Dates
(3) . Responsibilities
(4) . Rank/title changes and dates
2. Effectiveness as a Librarian
a. Library assignment
(1). Specific departmental responsibilities
(2). Additional library responsibilities
(3) . Liaison activities

b. Demonstration of initiative
(1). New services/technology implemented
(2) . New and increased responsibilities assumed
(3) . Improvements or innovations planned
c. Integration of area of responsibility with entire Library
(1). Library committee assignments
(2). Staff training activities
(3) . Cross-departmental projects
3. Professional Achievement
a. Scholarly or creative achievement
(1). Publications
(2). Presentations made or papers read at conferences
(3) . Editorship of or service on editorial boards of
professional publications
(4). Grants proposed or funded
(5). Sabbatical or educational leaves
(6) . Pure research completed
(7). Fellowships awarded
(8). Exhibits
(9). Speaking engagements
(10) . Inventions
(11) . Awards for scholarship
(12)Awards for creative productions
(13)Works in progress
b. Academic and/or professional organizations
(1) . Memberships
(2) . Leadership roles
(3). Attendance of conferences and meetings
(4) . Participation in workshops, seminars, or programs
(5). Awards for service
c. Continuing education
(1) . Attendance of seminars and workshops
(2). Graduate study
(a) Institution
(b) Degree being pursued and anticipated date of
completion
(c) Credit hours completed
(3) . Additional job-related course work
d. Relevant work experience and consulting
(1) . Institution/agency
(2). Responsibilities
(3). Dates
e. Other evidence of professional growth

4. Service
a. University or Faculty Senate committees
b. Sponsorship of approved co-curricular activities
c. Service as an official representative of the University
(1) . Place
(2) . Responsibility
(3) . Date
d. Coordination of and participation in University workshops,
conferences, clinics, in-service programs, and special
events
(1) .Title
(2) . Form of participation
(3). Date
e. Development of proposals
(1) . Title of proposal
(2) . Date submitted
(3) . Accepted or unaccepted
f. Development of relationships with professional groups in
business, industry, trade, education, and government
g. Honors and awards for service
h. Other University service
i. Non-University service rendered as a citizen, not as a
representative of Morehead State University

SUPPORTING
DOCUMENTS:

The supporting documents should be arranged in the following
categories:
1. Documents which support personal data (for example) :
a. Copies of official transcripts, certifications, or licenses
b. Copies of official letters of promotion at Morehead State
University and other institutions
2. Documents which support excellence as a librarian (for
example):
a. Copies of annua l evaluations, letters of recommendation
or commendation, or user evaluations
b. Copies of descriptions of improved or innovative programs
and services
c. Evidence of participation in library committees
d. Copies of bibliographies, reports, RFPs or other techn ical
documents, procedures, and policies developed.
e. Copies of professional awards and honors

3. Documents which provide evidence of professional
achievement (for example) :
a. Copies of publications
b. Copies of papers/posters/abstracts
c. Copies of relevant pages in conference programs
d. Copies, photographs, slides, tapes, other media, or
patents documenting creative productions
e. Evidence of roles in academic or professional
organizations
f. Evidence of continuing education including transcripts of
coursework
g. Copies of programs identifying speaking engagements
4. Documents which support service (for example):
a. Copies of letters of appointment to University and Faculty
Senate committees
b. Evidence of participation in University workshops,
conferences, clinics, in-service programs, or special events
c. Copies of proposals developed
d. Copies of honors or awards for service

PROMOTION
COMMITTEE:

The Librarian Promotion Review Committee will be appointed by the Dean of
Library Services and must include five members, with representation from all
librarian ranks when possible .
1.

2.
3.
4.

5.

REVIEW PROCESS:

No member shall serve on the Librarian Promotion Review
Committee and the Faculty Rights and Responsibilities Committee
at the same time.
The chairperson of the promotion committee shall be elected by
the committee from the membership.
To provide continuity, at least one librarian from the previous
committee will be appointed to serve on the current committee.
The committee's justification for the recommendation of each
candidate must be in detailed narrative form . If the vote for
promotion is split, minority opinions may be included in the written
evaluation.
The promotion committee's deliberations must be treated
confidentially and must not be discussed outside of promotion
committee meetings.

1. BY JANUARY 15: The candidate applying for promotion will submit
to the Dean of Library Services a portfolio which includes a letter of
intent, portfolio summary, and supporting documents.
2. The Dean of Library Services will appoint a promotion review
committee and schedule its first meeting, to be held by January 20.

3. Each committee member will individually review the portfolio and
make a recommendation . The committee will reconvene to write a
recommendation and justification .
4. BY FEBRUARY 15: The chair of the committee will forward the
portfolio to the Dean of Library Services . The portfolio will be
accompanied by the committee's recommendation and justification .
5. BY FEBRUARY 28 : The Dean of Library Services will review and
evaluate the portfolio . The Dean of Library Services will inform the
candidate of his/her and the committee's recommendations. In the
case of a negative recommendation, the candidate may submit a
written request to withdraw the portfolio, request that the portfolio
be sent on without responding, or request that it be sent on with a
letter of response . If the candidate chooses to submit a letter of
response, it must be submitted to the Provost and Vice President of
Academic Affairs .
6. BY MARCH 5: Unless a written request to withdraw the portfolio has
been submitted to the Dean of Library Services , he or she will
forward the portfol io to the Provost and Vice President of Academic
Affairs .
7. BY APRIL 30: The Provost and Vice President of Academic Affairs will
have reviewed the portfolio, the recommendations, and any letter
of response. The Provost and Vice President of Academic Affairs will
provide feedback to the Dean of Library Services prior to making a
recommendation to the President. The Dean of Library Services will
provide feedback to the Librarian Promotion Review Committee and
to the candidate(s) . The President, in turn, will make his or her
recommendation to the Board of Regents, which will make the final
decision.
8. BY ONE WEEK AFTER BOARD'S DECISION: Within one week of the
Board of Regents ' decision, the President will have informed each
candidate in writing of the decision . The promotion portfolio will be
available for return .
9. BY TWO WEEKS AFTER BOARD 'S DECISION: Each candidate who
does not receive promotion will have been invited to meet with the
Provost and Vice President of Academic Affairs for further
explanation. The candidate has the option to decline this invitation.
10. A librarian who is promoted will receive a salary increase
commensurate with amounts awarded to faculty upon change in
rank.

ELIGIBILITY:

Ill. EMERITUS STATUS
To be eligible for consideration, ind ividuals must have had at least 20
years of meritorious University service at Morehead State University and
must be entering or have entered retirement status in an approved
Morehead State University retirement program .
Exceptions to the minimum years of service may be made if warranted
based upon recommendations of the Executive Vice President fo r
Academic Affairs and Dean of Faculty and the President.

PROCEDURE FOR
GRANTING
EMERITUS
STATUS:

Upon formal notification to the Dean of Library Services of a librarian's
intent to retire, the Dean of Library Services will seek a recommendation
from the Librarian Promotion Review Committee . The recommendations
of the committee and the Dean of Library Services will be sent to the
Provost and Vice President for Academ ic Affairs. Recommendation for
emeritus status must be approved by the Provost and Vice President for
Academic Affairs, the President, and the Board of Regents.

PRIVILEGES OF
EMERITUS
STATUS:

Librarians with emeritus status may be provided with an office if feasible,
and arrangements may be made for part-time service to the University
pursuant to appropriate University policies . The names of librarians
emeriti will be listed in University catalogs and will be placed on
University mailing lists for receipt of appropriate publications and
announcements of functions and activities .

IV. RESEARCH GUIDELINES
Librarians are encouraged to seek and participate in opportunities for
research. Those interested in applying for a University research grant
should contact a membe r or the Chairperson of the University Research
Committee. Librarians interested in applying for a grant to be funded by
an external agency should contact the Office of Research, Grants and
Contracts .
Recogn izing the need to comply with 0MB Circular A-21 and the
Education Division General Administrative Regulations (EDGAR),
Morehead State University shall account for the time and effort of
University personnel working on externally funded projects .
University personnel, where all or part of their total compensation
(including consulting, overload, etc.) is paid by external sources and/or
where their time and effort are donated by Morehead State University to

an externally sponsored project, shall complete periodically a "Time and
Effort Certification Form" which documents their time and effort. Time
and Effort Certification forms are available in the Restricted Accounting
Information section of the Office of Accounting and Budgetary Control
web site .
V. ACADEMIC FREEDOM AND RESPONSIBILITY
GUIDELINES:

Academic freedom is the right of librarians to study, discuss, investigate,
teach, conduct research, publish, or administer as appropriate to their
respective roles and responsibilities. Librarians have the responsibility to
provide unbiased access to information representing various scholarly
viewpoints, including controversial issues.
Therefore, library resources and the professional judgment of librarians
must not be subject to censorship. It is the responsibility of
administrators to protect and assure these rights within the governing
framework of the institution
VI. SUPPORT FOR EDITORSHIPS OF JOURNALS AND OFFICES HELD IN
PROFESSIONAL ORGANIZATIONS

GUIDELINES:

If a librarian assumes an editorship of a professional journal or holds an
office in a professional organization, that individual shall inform the Dean
of Library Services about such activity and any need for institutional
support.
VII. SABBATICAL LEAVE OF ABSENCE

PURPOSE:

To provide a leave of absence with pay for research and independent
study, professional enhancement such as institutes and workshops, and
travel related to the applicant's professional interests. Sabbatical leaves
will not be granted for the purpose of pursuing an additional degree.

GUIDELINES:

A sabbatical is a privilege based on demonstrated excel lence in
librarianship . The sabbatical leave of absence is not intended to
substitute for the educational leave nor is paid employment an
acceptable basis for such a leave.

ELIGIBILITY:

Librarians with ranks of Librarian Ill or IV and a minimum of six
consecutive years of full-time service at Morehead State University may
apply for a sabbatical leave of absence . All requests for sabbatical leaves
will be considered, but budgetary constraints that vary from year to year
may limit the number of leaves granted.

LIMITATIONS:

A sabbatical leave will not be granted to an individual who cannot
provide two contract years of full -ti me service to the University following
return from the sabbatical leave.

CRITERIA FOR
CONSIDERATION:

Factors considered in evaluating an application for sabbatical leave are
the potential value of the leave for the professional growth of the
applicant, the quality of academic service by the applicant, and the
potential for the enhancement of the Library and the University.

SUBMISSION OF
REQUEST FOR
SABBATICAL
LEAVE:

The librarian is responsible for submitting an application, on a form
provided, to the Dean of Library Services no later than September 15
preceding the fiscal year during which the leave is to begin. A librarian
may submit an application a year in advance

REVIEW PROCESS:

The application will be reviewed by a Library Leave Committee
(appointed by the Dean of Library Services and composed of Librarians Ill
and IV), the Dean of Library Services, the University Professional
Development Committee, and the Provost and-Vice President of
Academic Affairs. No person shall be on both the Library and University
leave committees.

APPROVAL
PROCESS:

The recommendation of each review level will be recorded and
submitted to the next higher level of review. The recommendation will
be made by the Provost and Vice President for Academic Affairs to the
President, whose recommendation will be sent to the Board of Regents
for final approval at its second quarterly meeting. Applications submitted
a year in advance will be reviewed a year in advance. If a sabbatical leave
is denied, a new application may be filed.

SALARY
PAYMENTS WHILE
ON LEAVE:

A person granted a sabbatical leave may receive full monthly base salary
for up to six months payable over the six-month period, or one- half of
the monthly base salary for up to twelve months. The salary will be based
upon that which the person would have received for the fiscal year had
the sabbatical leave not been taken .

LIBRARIAN
RIGHTS DURING
THE LEAVE:

The successful applicant will retain the following rights during time spent
on a sabbatical leave of absence:
1. The recipient may share in the salary increases awarded by the
University.

2.

If the recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on sabbatical nor will the University
make retirement contributions on his/her behalf. However,
sabbatical recipients will be el igible to purchase service credit for the
period of time spent on a sabbatical according to the guidelines set
forth by the KTRS . If the sabbatical participant chooses to purchase
the service credit within the "interest-free period" as established by
the KTRS, the University will pay the difference between the service
credit purchase price and the amount that would have otherwise
been deducted from the recipient's pay if contributions had been
al lowed by KTRS. If the sabbatical participant chooses not to
purchase the service credit, the University will make no contributions
on the participant's behalf. Retirement withholdings for non-KTRS
sabbatical recipients and contributions by the University on their
behalf will continue at the rates in effect before the sabbatical began.
3. The leave period counts toward requirement for promotion.
4. The recipient will return to the former position with the University
unless otherwise agreed to by the employer and employee .
5. The recipient who is a member of a University insurance coverage
plan will continue to receive coverage at the same rates while on a
sabbatical leave. This applies to dependents as well.

LIBRARIAN
OBLIGATIONS
REGARDING THE
LEAVE:

An agreement will be drawn up between the recipie nt and the University
confirming the approved sabbatical plan and the recipient's rights and
obligations . The recipient shall make progress reports to the Dean of
Library Services at both the mid-point and at the end of the sabbatical
leave. Failure of the recipient to comply with the contracted provisions of
the sabbatical will result in cancellation of the sabbatical, repayment of
all salaries received as a result of be ing granted the leave, and forfeiture
of all rights specified in the sabbatical leave agreement.
At the end of the sabbatical leave, the recipient will return to service at
Morehead State University for at least two years . If the recipient returns
for a period of less than two years, then an amount prorated in relation
to the amount of service given must be repaid . For example, if he/she
returns for one year, the payment to the University shall be one-half the
compensation received while on leave.
Since the sabbatical leave is granted for academic purposes, pa id
employment is not an acceptable basis for such a leave. However, it is
recognized that some forms of remuneration as well as scholarships,
fellowships, and other honorary stipends may be a legitimate component
of an academic experience. Therefore, a limited amount of income is

allowable as part of the sabbatical experience . The determination of any
limits to be placed on income earned during a sabbatical leave should be
made by the University Professional Development Committee as a part
of its review of the application . Recommendations as to such limits can
be made at all other levels of review .
SUBSEQUENT
SABBATICAL
LEAVES:

An individual becomes eligible to apply for a subsequent sabbatical leave,
provided that a minimum of six years of full-time service has elapsed
since end ing a previous sabbatical leave.

EXCEPTIONS:

The President has the option of making exceptions to the above stated
policy when deemed in the best interest of the University.
VIII.

PURPOSE:

EDUCATIONAL LEAVE OF ABSENCE

1. To provide a leave of absence for advanced study leading to the
earning of an advanced degree or certification in librarianship or a
related field.

2. To provide a leave of absence for retraining and preparation for a
specific vacancy.
GUIDELINES:

An educational leave is a privilege based on demonstrated excellence in
librarianship and potential to provide tangible contributions to the
University upon completion of this educational leave of absence .
All requests for educational leave will be considered . However,
budgetary constraints that may vary from year to year may limit the
number of leaves granted .

ELIGIBILITY:

Librarians I-IV with a minimum of three consecutive full -time years at
Morehead State University can apply for an educational leave . Time
spent of any type of leave of absence is not counted toward full-time
service for the purposes of educational leave.

LIMITATION:

An educational leave will not be granted to an individual who cannot
provide two years of full -time service to the University following return
from the educational leave .

CRITERIA FOR
CONSIDERATION:

Factors considered in evaluating an application for educational leave are :
the Library's or University's need for the librarian to have additional
advanced study; the benefit received by the Library or University as a
result of the librarian completing the advanced study; the quality of the
academic service of the librarian.

APPLICATION:
PROCEDURE:

The librarian is responsible for submitting an application, on a form
provided, to the Dean of Library Services no later than December 15,
preceding the fisca l year during which the leave is to begin .

REVIEW PROCESS:

The application will be reviewed by a Library Leave Committee
(composed of librarians appointed by the Dean of Library Services), the
Dean of Library Services , the University Professional Development
Committee, and the Provost and-Vice President of Academic Affairs . No
person shall serve on both Library and University leave committees . The
recommendation of each review level will be recorded and submitted to
the next higher level of review. Recommendations will be made by the
Provost and Vice President of Academic Affairs to the President, whose
recommendations are sent to the Board of Regents for final approval at
its third quarterly meeting.

SALARY
PAYMENTS WHILE
ON LEAVE:

A person granted an educational leave may receive full monthly base
salary for up to six months payable over the six-month period, or onehalf of the monthly base salary for up to twelve months. The salary will
be based upon that which the person would have received for the fiscal
year had the educational leave not been taken. After the educational
leave of absence the librarian is eligible to apply for a leave of absence
without pay.

LIBRARIAN
RIGHTS DURING
THE LEAVE:

The successful applicant will retain the following rights during time spent
on an educational leave :
1. The recipient who is a member of a University insurance plan will
continue to receive coverage at the same rates while on an
educational leave. This applies to dependents as well.
2. The recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on educational leave nor will the
University make retirement contributions on his/her behalf.
However, educational leave recipients will be eligible to purchase
service credit for the period of time spent on educational leave
according to the guidelines set forth by the KTRS. If the educational
leave participant chooses to purchase the service credit within the
"interest-free period" as established by the KTRS, the University will
pay the difference between the service credit purchase price and the
amount that would have otherwise been deducted from the
recipient's pay if contributions had been allowed by KTRS. If the
educational leave participant chooses not to purchase the service
credit, the University wil l make no contributions on the participant's
behalf. Retirement withholdings for non-KTRS educational leave
recipients and contributions by the University on their behalf will

continue at the rates in effect before the educational leave began .
3. The librarian may request to credit one academic year toward the
length of service in rank for promotion . This request must be made
on the Educational Leave of Absence Application Form.
4. The recipient will return to the former position with the University
unless otherwise agreed by the employer and employee .
LIBRARIAN
OBLIGATIONS:

An agreement will be drawn up between the recipient and the University
confirming the approved educational leave plan and the recipient 's rights
and obligations . The recipient shall make progress reports to the Dean of
Library Services at the end of each semester/ quarter, which includes a
description of course work completed and credit earned. Failure of the
recipient to comply with the contracted provisions of the educational
leave will result in cancellation of the leave, repayment of all salaries
received as a result of be ing granted the leave, and forfeiture of all rights
specified in the educational leave agreement.
After the educational leave expires the recipient shall return to service at
Morehead State University for two years or repay the amount of salary
received while on leave . If the recip ient of an educational leave returns
to the University for a period less than the time contracted, the amount
of salary to be repaid shall be prorated in relation to the amount of
return service given .

SUBSEQUENT
LEAVES OF
ABSENCE:

An individual becomes eligible to apply for a subsequent educational
leave of absence under the terms and conditions specified .

EXCEPTIONS:

The President has the option of making exceptions to the above stated
policy when deemed in the best interest of the University.
IX. PERFORMANCE-BASED COMPENSATION PLAN FOR LIBRARIANS

GUIDELINES:

The policy of Morehead State University is to systematically evaluate
individual librarian performance on an annual basis . Evaluation is based
on expectations in three areas : performance as a librarian, professional
achievement, and service .
Performance-based compensation will be determined through
supervisory and peer review. The review process will be based on
evaluation of criteria in the areas of librarianship, professional
achievement, and service against which the performance of individual
librarians w ill be compared . The criteria will not be a set of fixed
universally-applied standards, but a set of goals established by each

librarian in conjunction with his or her supervisor at the beginning of the
review period . The goals should reflect the specific role of the librarian
within the Library and should recognize the variables which affect
opportun ities for professional achievement and service.
RESPONSIBILITIES:

1. Library supervisors, the Dean of Library Services , and the Provost and
Vice President of Academic Affai rs are responsible for ensuring that
the Library Evaluation Plan is applied fairly.
2. The Provost and Vice President of Academic Affairs will review
annually the distribution of performance-based compensation
increments to insure compl iance with University guidelines.
3. The President will review and approve the annual distribution of
performance-based compensation increments to librarians.
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GUIDELINES SPECIFIC TO LIBRARIANS
PURPOSE:

To establish the guidelines specific to librarians within the Division of
Academic Affairs and to delineate generally their rights , privileges, and
responsibilities, as set out in PAc-31, Professional Librarians; PAc-18 ,
Faculty Rights and Responsibilities; and PAc-22, Disciplinary Actions.

Section
I.

Definition of Ranks for Librarians

II.

Promotion Review

III.

Emeritus Status

IV .

Research

V.

Academic Freedom and Responsibility

VI.

Support for Editorships of Journals and Offices Held in Professional Organizations

VII.

Sabbatical Leave of Absence

Vill.

Educational Leave of Absence

IX.

Performance-based Compensation Plan for Librarians
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I. DEFINITION OF RANKS FOR LIBRARIANS
GIDDELINES:

The Master 's degree from an American Library Association accredited
program is the only degree that the University will acknowledge for
appointment, determination of rank, or subsequent personnel decisions.
The ALA-accredited Master 's degree
is the appropriate terminal
professional degree for librarians.
The following ranks are recognized by the University : Librarian I,
Librarian II, Librarian III, and Librarian IV . Minimum requirements for
each rank are:
Librarian I -- ALA-accredited Master 's degree
Librarian II -- ALA-accredited Master 's degree with at least three years '
professional library experience and evidence of continued
professional growth
Librarian III -- ALA-accredited Master's degree with at least six years '
professional library experience and evidence of continued
professional growth
Librarian IV -- ALA-accredited Master 's degree and either a second
master's degree or earned doctorate with at least nine years '
professional library experience and evidence of continued
professional growth.
Consideration of promotion from one level to the next will require a
minimum of three years of service at the previous level; up to three years
of equivalent professional library service in other libraries may be applied
to time requirements for promotion. A second masters degree or an earned
doctorate is required for the Librarian IV rank.
II. PROMOTION REVIEW

GIDDELINES:

The promotion procedures consist of peer and administrative levels of
review: Librarian Promotion Review Committee (appointed by the Director
of Libraries), Director of Libraries, Provost and Executive Vice President,
President, and Board of Regents.
Promotions shall be based on performance in each of the following three
areas: effectiveness as a librarian, professional achievement, and service.
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Effectiveness as a Librarian
May include, but is not limited to:

Meets responsibilities -- selects, acquires, catalogs, classifies, circulates, or
maintains library materials and equipment; provides reference services,
information retrieval, or bibliographic instruction; utilizes current
Information systems and technology; administers and supervises library
services; plans work priorities; serves as liaison to academic department(s).
Demonstrates initiative in job performance--designs and implements library
services and technology; assumes new and increased responsibilities; plans
improvements or innovations. Integrates area of responsibility with entire
Library--understands overall Library operations; demonstrates commitment
to the Library's goals of education and service; maintains awareness of new
developments in library science and technology; participates in CamdenCarroll Library committees; develops, coordinates, or conducts Library
staff training; uses suggestions, criticisms, and evaluations to improve
performance.
Professional Achievement
May include, but is not limited to:

Scholarly or creative achievements; involvement in research; membership
in professional organizations, including leadership roles; attendance of
professional meetings, workshops, and seminars; participation in
workshops, seminars, or programs at professional meetings; completion of
additional job-related course work and/or degrees; work experience;
consulting.
Service to the Institution and the Community
May include, but is not limited to :

Participation on University and Faculty Senate committees; service as an
official representative of the University; sponsorship of approved cocurricular activities; coordination of and participation in University
workshops, conferences, clinics, in-service programs, and special events;
development of proposals; development of relationships with professional
groups in business, industry, trade, education, and government; nonUniversity service rendered as a citizen, not as a representative of
Morehead State University.
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Performance-based salary increase (PBSI) and promotion evaluations are
separate processes, and consequently, meeting or exceeding PBSI criteria
does not automatically ensure a favorable promotion decision. PBSI
evaluations are based on annual performance whereas promotion
evaluations are based on cumulative performance. Meeting the minimal
expectations of performance will not be sufficient for promotion to the next
rank.

PROMOTION
PORTFOLIO:

The promotion portfolio must contain a portfolio summary (extended
curriculum vita), supporting documents, and a letter of intent. The letter
of intent, addressed to the Director of Libraries, will state the desire to be
considered for a promotion and should contain a summary of major
responsibilities and activities since the last -rank assignment that merit
consideration for the promotion. Supporting documents should be limited
to the time period since any previous rank change. If a librarian applies
previous service at another institution to the time requirement, the quality
of performance at that institution must be documented. The candidate's
portfolio must document all qualifications and must be complete at the time
of submission to the Director of Libraries .

PORTFOLIO
SUMMARY:
The following are guidelines for constructing the portfolio summary.
Candidates should respond to or supply evidence for all categories that apply.
Whenever appropriate, specific titles, dates, pages, and publishers should be
included. A reasonable sample of items under numbers 3 and 4 should be
presented.
1. Personal Data
a. Name
b. Present rank, administrative title (if applicable), and department
c. Dates of initial rank assignment and promotions at Morehead State
University
d. Education completed: degrees, certifications, and/or licenses with
institutions and dates awarded or granted
e. Employment prior to Morehead State University
(1) Institutions
(2) Dates
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(3) Responsibilities
(4) Rank/title changes and dates
2. Effectiveness as a Librarian
a. Library assignment
(1) Specific departmental responsibilities
(2) Additional library responsibilities
(3) Liaison activities
b. Demonstration of initiative
(1) New services/technology implemented
(2) New and increased responsibilities assumed
(3) Improvements or innovations planned
c. Integration of area of responsibility with entire Library
(1) Library committee assignments
(2) Staff training activities
(3) Cross-departmental projects
3. Professional Achievement
a. Scholarly or creative achievement
(1) Publications
(2) Presentations made or papers read at conferences
(3) Editorship of or service on editorial boards of professional
publications
(4) Grants proposed or funded
(5) Sabbatical or educational leaves
(6) Pure research completed
(7) Fellowships awarded
(8) Exhibits
(9) Speaking engagements
(10) Inventions
(11) Awards for scholarship
(12) Awards for creative productions
(13) Works in progress
b. Academic and/or professional organizations
(1) Memberships
(2) Leadership roles
(3) Attendance of conferences and meetings
(4) Participation in workshops, seminars, or programs
(5) Awards for service
c. Continuing education
(1) Attendance of seminars and workshops
(2) Graduate study
(a) Institution
(b) Degree being pursued and anticipated date of
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completion
(c) Credit hours completed
(3) Additional job-related course work
d. Relevant work experience and consulting
(1) Institution/agency
(2) Responsibilities
(3) Dates
e. Other evidence of professional growth
4. Service
a University or Faculty Senate committees
b Sponsorship of approved co-curricular activities
c Service as an official representative of the University
(1) Place
(2) Responsibility
(3) Date
d. Coordination of and participation in University workshops,
conferences, clinics , in-service programs, and special events
(1) Title
(2) Form of participation
(3) Date
e. Development of proposals
(1) Title of proposal
(2) Date submitted
(3) Accepted or unaccepted
f. Development of relationships with professional groups in
business , industry , trade , education, and government
g. Honors and awards for service
h. Other University service
i. Non-University service rendered as a citizen, not as a
representative of Morehead State University

SUPPORTING
DOCUMENTS:

The supporting documents should be arranged in the following categories:
1. Documents which support personal data (for example):
a. Copies of official transcripts, certifications, or licenses
b. Copies of official letters of promotion at Morehead State
University and other institutions
2. Documents which support excellence as a librarian (for example):
a. Copies of annual evaluations, letters of recommendation or
commendation, or user evaluations
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b. Copies of descriptions of improved or innovative
programs and services
c. Evidence of participation in library committees
d. Copies of bibliographies, reports, RFPs or other technical
documents, procedures, and policies developed.
e. Copies of professional awards and honors
3. Documents which provide evidence of professional achievement (for
example):
a. Copies of publications
b. Copies of papers/posters/abstracts
c. Copies of relevant pages in conference programs
d Copies, photographs, slides, tapes, other media, or patents
documenting creative productions
e. Evidence of roles in academic or professional organizations
f. Evidence of continuing education including transripts of course
work
g. Copies of programs identifying speaking engagements
4. Documents which support service (for example):
a. Copies of letters of appointment to University and Faculty Senate
committees
b. Evidence of participation in University workshops, conferences,
clinics, in-service programs, or special events
c. Copies of proposals developed
d. Copies of honors or awards for service

PROMOTION
COMMITTEE:

The Librarian Promotion Review Committee will be appointed by the
Director of Libraries and must include five members, with representation
from all librarian ranks when possible.
1. No member shall serve on the Librarian Promotion Review Committee
and the Faculty Rights and Responsibilities Committee at the same time.
2. The chairperson of the promotion committee shall be elected by the
committee from the membership.
3. To provide continuity, at least one librarian from the previous
committee will be appointed to serve on the current committee.
4. The committee's justification for the recommendation of each candidate
must be in detailed narrative form . If the vote for promotion is split,
minority opinions may be included in the written evaluation.
5. The promotion committee's deliberations must be treated confidentially
and must not be discussed outside of promotion committee meetings.
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REVIEW
PROCESS:
1. BY JANUARY 15: The candidate applying for promotion will submit

to the Director of Libraries a portfolio which includes a letter of intent,
portfolio summary, and supporting documents.
2. The Director of Libraries will appoint a promotion review committee
and schedule its first meeting, to be held by January 20.
3. Each committee member will individually review the portfolio and make
a recommendation. The committee will reconvene to write a
recommendation and justification.
4. BY FEBRUARY 15: The chair of the committee will forward the
portfolio to the Director of Libraries.
The portfolio will be
accompanied by the committee's recommendation and justification.
5. BY FEBRUARY 28: The Director of Libraries will review and
evaluate the portfolio. The Director will inform the candidate of his/her
and the committee's recommendations. In the case of a negative
recommendation, the candidate may submit a written request to
withdraw the portfolio, request that the portfolio be sent on without
responding, or request that it be sent on with a letter of response. If the
candidate chooses to submit a letter of response, it must be submitted
to the Provost and Executive Vice President.
6. BY MARCH 5: Unless a written request to withdraw the portfolio has
been submitted to the Director of Libraries, he or she will forward the
portfolio to the Provost and Executive Vice President.
7. BY APRIL 30: The Provost and Executive Vice President will have
reviewed the portfolio, the recommendations, and any letter of
response. The Provost and Executive Vice President will provide
feedback to the Director of Libraries prior to making a recommendation
to the President. The Director of Libraries will provide feedback to the
Librarian Promotion Review Committee and to the candidate(s) . The
President, in turn, will make his or her recommendation to the Board
of Regents, which will make the final decision.
8. BY ONE WEEK AFTER BOARD'S DECISION: Within one week of
the Board of Regents' decision, the President will have informed each
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candidate in writing of the decision. The promotion portfolio will be
available for return.
9. BY TWO WEEKS AFTER BOARD'S DECISION: Each candidate
who does not receive promotion will have been invited to meet with the
Provost and Executive Vice President for further explanation. The
candidate has the option to decline this invitation.
10.

A librarian who is promoted will receive a salary increase
commensurate with amounts awarded to faculty upon change in rank.

III. EMERITUS STATUS

ELIGIBILITY:

Emeritus status is granted in recognition of meritorious service to Morehead
State University to librarians who have at least 20 continuous years of
University service and who are entering retirement status in the Kentucky
Teachers Retirement System.
Exceptions to the minimum years of service may be made if warranted
based upon recommendations of the Provost and Executive Vice President
and the President.

PROCEDURE FOR
GRANTING EMERITUS
STATUS:
Upon formal notification to the Director of Libraries of a librarian's intent
to retire, the Director will seek a recommendation from the Librarian
Promotion Review Committee. The recommendations of the committee and
the Director will be sent to the Provost and Executive Vice President.
Recommendation for emeritus status must be approved by the Provost and
Executive Vice President, the President, and the Board of Regents .
PRIVILEGES OF
EMERITUS
STATUS:

Librarians with emeritus status may be provided with an office if feasible,
and arrangements may be made for part-time service to the University
pursuant to appropriate University policies. The names of librarians emeriti
will be listed in University catalogs and will be placed on University
mailing lists for receipt of appropriate publications and announcements of
functions and activities.
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IV. RESEARCH
GUIDELINES:

Librarians are encouraged to seek and participate in opportunities for
research . Those interested in applying for a University research grant
should contact a member or the Chairperson of the University Research
Committee. Librarians interested in applying for a grant to be funded by
an external agency should contact the Office of Research, Grants and
Contracts .
Recognizing the need to comply with 0MB Circular A-21 and the Education
Division General Administrative Regulations (EDGAR) , Morehead State
University shall account for the time and effort of University personnel
working on externally funded projects. University personnel, where all or
part of their total compensation (including consulting, overload, etc.) is paid
by external sources and/ or where their time and effort are donated by
Morehead State University to an externally sponsored project, shall complete
periodically a "University Personnel Activity Report" which documents their
time and effort. Personnel Activity Report forms shall be obtained from the
Division of Administration and Fiscal Services, Office of Business Services.

V. ACADEMIC FREEDOM AND RESPONSIBILITY
GUIDELINES:

Academic freedom is the right of librarians to study, discuss, investigate,
teach, conduct research, publish, or administer as appropriate to their
respective roles and responsibilities. Librarians have the responsibility to
provide unbiased access to information representing various scholarly
viewpoints, including controversial issues .
Therefore, library resources and the professional judgment of librarians must
not be subject to censorship. It is the responsibility of administrators to
protect and assure these rights within the governing framework of the
institution.

VI. SUPPORT FOR EDITORSIDPS OF JOURNALS AND OFFICES HELD IN
PROFESSIONAL ORGANIZATIONS
GUIDELINES:

If a librarian assumes an editorship of a professional journal or holds an
office in a professional organization, that individual shall inform the Director
of Libraries about such activity and any need for institutional support.
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VII. SABBATICAL LEAVE OF ABSENCE
PURPOSE:

To provide a leave of absence with pay for research and independent study,
professional enhancement such as institutes and workshops, and travel
related to the applicant's professional interests. Sabbatical leaves will not
be granted for the purpose of pursuing an additional degree.

GUIDELINES:

A sabbatical is a privilege based on demonstrated excellence in librarianship.
The sabbatical leave of absence is not intended to substitute for the
educational leave nor is paid employment an acceptable basis for such a
leave.

ELIGIBILITY:

Librarians with ranks of Librarian III or IV and a nummum of six
consecutive years of full-time service at Morehead State University may
apply for a sabbatical leave of absence. All requests for sabbatical leaves
will be considered, but budgetary constraints that vary from year to year
may limit the number of leaves granted.

LIMITATIONS:

A sabbatical leave will not be granted to an individual who cannot provide two
contract years of full-time service to the University following return from the
sabbatical leave.

CRITERIA FOR
CONSIERATION:

Factors considered in evaluating an application for sabbatical leave are the
potential value of the leave for the professional growth of the applicant, the
quality of academic service by the applicant, and the potential for the
enhancement of the Library and the University.

SUBMISSION OF REQUEST
FOR SABBATICAL
LEAVE:
The librarian is responsible for submitting an application, on a form
provided, to the Director of Libraries no later than September 15 preceding
the fiscal year during which the leave is to begin. A librarian may submit an
application a year in advance.

REVIEW
PROCESS:

The application will be reviewed by a Library Leave Committee (appointed
by the Director of Libraries and composed of Librarians III and IV), the
Director of Libraries, the University Professional Development Committee,
and the Provost and Executive Vice President. No person shall be on both
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the Library and University leave committees.
APPROVAL
PROCESS:

The recommendation of each review level will be recorded and submitted to
the next higher level of review. The recommendation will be made by the
Provost and Executive Vice President to the President, whose
recommendation will be sent to the Board of Regents for final approval at its
second quarterly meeting.

Applications submitted a year in advance will be reviewed a year in advance.
If a sabbatical leave is denied, a new application may be filed.
SALARY PAYMENTS
WHILE ON
LEAVE:
A person granted a sabbatical leave may receive full monthly base salary for
up to six months payable over the six-month period, or one-half of the
monthly base salary for up to twelve months. The salary will be based upon
that which the person would have received for the fiscal year had the
sabbatical leave not been taken.
LIBRARIAN RIGHTS
DURING THE LEAVE:
The successful applicant will retain the following rights during time spent on
a sabbatical leave of absence:

1. The recipient may share in the salary increases awarded by the
University .
2. If the recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on sabbatical nor will the University make
retirement contributions on his/her behalf. However, sabbatical
recipients will be eligible to purchase service credit for the period of
time spent on a sabbatical according to the guidelines set forth by the
KTRS. If the sabbatical participant chooses to purchase the service
credit within the "interest-free period" as established by the KTRS, the
University will pay the difference between the service credit purchase
price and the amount that would have otherwise been deducted from
the recipient's pay if contributions had been allowed by KTRS . If the
sabbatical participant chooses not to purchase the service credit, the
University will make no contributions on the participant's behalf.
Retirement withholdings for non-KTRS sabbatical recipients and
contributions by the University on their behalf will continue at the rates
in effect before the sabbatical began.
3. The leave period counts toward requirement for promotion.
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4. The recipient will return to the former position with the University unless
otherwise agreed to by the employer and employee.
5. The recipient who is a member of a University insurance coverage plan
will continue to receive coverage at the same rates while on a sabbatical
leave. This applies to dependents as well.
LIBRARIAN
OBLIGATIONS
REGARDING THE
LEAVE:
An agreement will be drawn up between the recipient and the University
confirming the approved sabbatical plan and the recipient's rights and
obligations. The recipient shall make progress reports to the Director of
Libraries at both the mid-point and at the end of the sabbatical leave.
Failure of the recipient to comply with the contracted provisions of the
sabbatical will result in cancellation of the sabbatical, repayment of all
salaries received as a result of being granted the leave, and forfeiture of all
rights specified in the sabbatical leave agreement.

At the end of the sabbatical leave, the recipient will return to service at
Morehead State University for at least two years. If the recipient returns for
a period of less than two years , then an amount prorated in relation to the
amount of service given must be repaid. For example, if he/she returns for
one year, the refund to the University shall be one-half the compensation
received while on leave.
Since the sabbatical leave is granted for academic purposes , paid
employment is not an acceptable basis for such a leave. However, it is
recognized that some forms of remuneration as well as scholarships,
fellowships, and other honorary stipends may be a legitimate component of
an academic experience. Therefore, a limited amount of income is allowable
as part of the sabbatical experience. The determination of any limits to be
placed on income earned during a sabbatical leave should be made by the
University Professional Development Committee as a part of its review of
the application. Recommendations as to such limits can be made at all other
levels of review.
SUBSEQUENT
SABBATICAL
LEAVES:

An individual becomes eligible to apply for a subsequent sabbatical leave,
provided that a minimum of six years of full-time service has elapsed since
ending a previous sabbatical leave.
Page 13 of 17

EXCEPTIONS:

The President has the option of making exceptions to the above stated policy
when deemed in the best interest of the University.

VIII. EDUCATIONAL LEAVE OF ABSENCE
PURPOSE:

1. To provide a leave of absence for advanced study leading to the earning
of an advanced degree or certification in librarianship or a related field.
2. To provide a leave of absence for retraining and preparation for a
specific vacancy.

GUIDELINES:

An educational leave is a privilege based on demonstrated excellence in
librarianship and potential to provide tangible contributions to the University
upon completion of this educational leave of absence.
All requests for educational leave will be considered. However, budgetary
constraints that may vary from year to year may limit the number of leaves
granted.

ELIGIBILITY:

Librarians I-IV with a minimum of three consecutive full-time years at
Morehead State University can apply for an educational leave.
Time spent of any type of leave of absence is not counted toward full-time
service for the purposes of educational leave.

LIMITATION:

An educational leave will not be granted to an individual who cannot provide
two years of full-time service to the University following return from the
educational leave.

CRITERIA FOR CONSIDERATION:
Factors considered in evaluating an application for educational leave are:
the Library's or University's need for the librarian to have additional
advanced study; the benefit received by the Library or University as a result
of the librarian completing the advanced study; the quality of the academic
service of the librarian.
APPLICATION
PROCEDURE:

The librarian is responsible for submitting an application, on a form
provided, to the Director of Libraries no later than December 15, preceding
the fiscal year during which the leave is to begin.
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REVIEW
PROCESS:

The application will be reviewed by a Library Leave Committee (composed
of librarians appointed by the Director of Libraries) , the Director of
Libraries , the University Professional Development Committee, and the
Provost and Executive Vice President. No person shall serve ~n both Library
and University leave committees. The recommendation of each review level
will be recorded and submitted to the next higher level of review .
Recommendations will be made by the Provost and Executive Vice President
to the President, whose recommendations are sent to the Board of Regents
for final approval at its third quarterly meeting.

SALARY PAYMENTS
WHILE ON LEAVE:
A person granted an educational leave may receive full monthly base salary
for up to six months payable over the six-month period, or one-half of the
monthly base salary for up to twelve months. The salary will be based upon
that which the person would have received for the fiscal year had the
educational leave not been taken. After the educational leave of absence the
librarian is eligible to apply for a leave of absence without pay.
LIBRARIAN RIGHTS
DURING THE LEAVE:
The successful applicant will retain the following rights during time spent on
an educational leave:

1. The recipient who is a member of a University insurance plan will
continue to receive coverage at the same rates while on an educational
leave. This applies to dependents as well.
2. If the recipient is a KTRS participant, retirement contributions will not
be withheld during time spent on educational leave nor will the
University make retirement contributions on his/her behalf. However,
educational leave recipients will be eligible to purchase service credit for
the period of time spent on educational leave according to the guidelines
set forth by the KTRS . If the educational leave participant chooses to
purchase the service credit within the "interest-free period" as
established by the KTRS, the University will pay the difference between
the service credit purchase price and the amount that would have
otherwise been deducted from the recipient's pay if contributions had
been allowed by KTRS . If the educational leave participant chooses not
to purchase the service credit, the University will make no contributions
on the participant's behalf. Retirement withholdings for non-KTRS
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educational leave recipients and contributions by the University on their
behalf will continue at the rates in effect before the educational leave
began.
3. The librarian may request to credit one academic year toward the length
of service in rank for promotion. This request must be made on the
Educational Leave of Absence Application Form.
4. The recipient will return to the former position with the University
unless otherwise agreed by the employer and employee.

LIBRARIAN
OBLIGATIONS:

An agreement will be drawn up between the recipient and the University
confirming the approved educational leave plan and the recipient's rights and
obligations. The recipient shall make progress reports to the Director of
Libraries at the end of each semester/quarter, which includes a description
of course work completed and credit earned. Failure of the recipient to
comply with the contracted provisions of the educational leave will result in
cancellation of the leave, repayment of all salaries received as a result of
being granted the leave, and forfeiture of all rights specified in the
educational leave agreement.
After the educational leave expires the recipient shall return to service at
Morehead State University for two years or repay the amount of salary
received while on leave. If the recipient of an educational leave returns to the
University for a period less than the time contracted, the amount of salary to
be repaid shall be prorated in relation to the amount of return service given.

SUBSEQUENT LEAVES
OF ABSENCE:
An individual becomes eligible to apply for a subsequent educational leave
of absence under the terms and conditions specified.
EXCEPTIONS:

The President has the option of making exceptions to the above stated policy
when deemed in the best interest of the University.

IX. PERFORMANCE-BASED COMPENSATION PLAN FOR LIBRARIANS
GUIDELINES:

The policy of Morehead State University is to systematically evaluate
individual librarian performance on an annual basis. Evaluation is based on
expectations in three areas: performance as a librarian, professional
achievement, and service.
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Performance-based compensation will be determined through supervisory and
peer review. The review process will be based on evaluation of criteria in the
areas of librarianship, professional achievement, and service against which the
performance of individual librarians will be compared. The criteria will not
be a set of fixed universally-applied standards, but a set of goals established
by each librarian in conjunction with his or her supervisor at the beginning of
the review period. The goals should reflect the specific role of the librarian
within the Library and should recognize the variables which affect
opportunities for professional achievement and service.

RESPONSIBILITIES:
1. Library supervisors, the Director of Libraries, and the Provost and
Executive Vice President are responsible for ensuring that the Library
Evaluation Plan is applied fairly.
2. The Provost and Executive Vice President will review annually the
distribution of performance-based compensation increments to insure
compliance with University guidelines.
3. The President will review and approve the annual distribution of
performance-based compensation increments to librarians.
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MOREHEAD STATE UNIVERSITY ADMIN1STRATIVE REGtJ]:ATJQN :
(UAR)
Number: 117.01
Title:

Selection, Orientation, and Supervision of Part-Time
Faculty Members

Originator: Executive Vice President for Academic Affairs
Initial Adoption:
Revision Dates:
I.

II.

•

Purpose: To define procedures for the selection, orientation and supervision of parttime faculty.

Procedural Reference for:
__
__
_ X_
__
__

III.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy , specify -=P~A--'-'c=---=-l_ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Part-time faculty

Attach a description of the UAR.
Approved by:

9-2 - 9
Ronald G. Eaglin

Date

UAR Distribution List
The following shall receive a copy of the UAR # 117.01

Titled Selection, Orientation, and Supervision of Part-Time Faculty Members

Date: - - - - - - -

_x_

Executive Vice President for Academic Affairs
and Dean of Faculty

_x_

Vice President for Administration and Fiscal Services

_ __x_

Vice President for Student Life and Dean of Students

_x_

Vice President for University Advancement

__ x_
_x __

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others:*
Department Chairs

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the Library .
. -ppropriate VP is responsible for distribution to those people in his/her division.

SELECTION, ORIENTATION, AND SUPERVISION
OF PART-TIME FACULTY MEMBERS

Definition of Terms: The term part-time faculty refers to the category of faculty described

in PAc-1 as "lecturer."
Policy: Part-time faculty play an important and necessary role in the University. They can
provide expertise to enhance educational programs, provide an additional faculty resource
at university locations that are an inconvenient distance from the main campus. However,
it is to be understood that part-time faculty employment, where part-time faculty are used
simply to replace one or more full-time faculty is to be discouraged except on an emergency
basis.

The main authority in filling part-time positions rests with the
department chair. The chair will, to the extent possible, select the best-qualified applicant
from a pool of qualified applicants. In no event will the chair select a faculty member who
is not qualified by the standards of the accrediting agency of the program or by SACS
criteria, whichever are higher.
Selection Process:

Verification of Credentials: All part-time faculty members must have academic credentials

on file in the Office of the Vice-President for Academic Affairs 30 days after the first class
meeting. If certifications, work experience, or other qualifications are to be used to
demonstrate the competency of the proposed part-time faculty member, the hiring process
may not be completed until all documentation of the part-time faculty member's competence
has been completed. Non-academic credentials will be maintained in the department office.
It is expected that the departmental office will expedite the obtaining of credentials.
Conditions of Employment: The contract or equivalent document submitted to the proposed
part-time faculty member must include an attachment that describes any departmental
conditions for employment. Conditions which may obtain include stipulations for scheduled
time for conferences with students requirements for time needed for appropriate orientation,
supervision, and evaluation by the department of the part-time faculty, and any special
features required by the department for basic instruction.
Orientation: The department chair is responsible for providing specific orientation to the

department for part-time faculty, when hired at the university for the first time. Such
departmental orientation should include relevant general information about the University
as well as statements of the objectives of the department and of the course the part-time
faculty member is to teach. [A formal introduction to the department faculty as a whole,
and more complete introduction to relevant faculty is recommended when possible.] The
expectations of the department including the necessary parts of an evaluation procedure and

other details of supervision should be explicitly discussed. Additionally, any unique features
of evaluation of student performance and departmental grading practices should be covered.
Supervision and Evaluation: The department chair shall supervise the instruction carried
out by part-time faculty in the same way that the chair supervises that of full-time faculty.

The chair will maintain regular contacts with part-time faculty and respond to unsolicited
student comments on this instruction. Evaluation of the effectiveness of instruction will be
conducted in the same way for full-time and part-time faculty members unless a specific
written policy in the department provides for a different but equally effective method. No
part-time faculty member will be reappointed if the results from his or her evaluation are
significantly poorer than those for full-time department faculty members.
Adopted on January 8, 1992, by the Deans' Council.
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Interim Vice President for A~ c Affairs
and Dean of Faculty

UAR NUMBER: 11 8.06

TITLE: Occupational Health for Animal Care Workers
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIALADOPTION: 04/ 17/1995
REVISION DATE(S): 09/29/2006 ; 03/06/2007; 02/ 17/20 14; 07/20/2018
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
✓ STAFF
✓ STU DENTS

VENDORS

✓

OTH ER (SPECI FY): Volunteers

PURPOSE:
To establish occupational health guidelines for all animal care workers
who utilize ani mals in teaching, testing and/or research.
BOR Policy - PAc 32 & PAc 22

SCOPE:
University facu lty, staff, students and volunteers who are involved with an Institutional Animal Care and Use Committee
(IACUC) approved animal activity .

DESCRIPTION (INCLUDE DEFINITIONS):
Description:
Faculty, staff, students and volunteers participating in an Institutional Animal Care and Use Committee (IACUC)
approved animal activity are requ ired to complete the Animal Care Worker Compliance (ACWC). Documentation of
compliance must be on file in the Office of Counseling and Health Services (OCHS).
Procedures for Principal Investigator/Co-Investigator and Associate Personnel:
Individuals listed on the protoco l app lication are required to read the Training Document for Animal Care Worker
Compliance, complete CITI training and Animal Care Worker Compliance every three years . This program consists of
an assessment of hea lth risk using the Periodic Animal Contact Health Assessment, medical consultation (as required)
and indicated diagnostic tests and immunizations (as required). All protoco l forms must be completed and submitted to
the IA CUC committee for approval before the start of the activity . Investigators and personnel will be notified of
expiration dates for current compliance by the Office of Counse ling and Health Services. The Office of Counseling and
Health Services shall also provide a record of the participant's compliance to the ORSP . The institutional official wi ll
forward the information to the principal investigator. It is the principal investigator' s responsibility to maintain
compliance with the program and remove any students or personnel who are not compliant. The IACUC will suspend any
protocols that do not follow this regulation.
Procedure for Students :
Students who are involved with an Institutional Animal Care and Use Committee (IACUC) approved animal activity are
required to read the Training Document for Animal Care Worker Compliance. Students required to complete CITI
training will be notified by their instrnctor/supervisor. Students required to complete Animal Care Worker Compliance
will be notified by the Office of Counseling and Hea lth Services. This program consists of an assessment of health risk
using the Periodic Animal Contact Health Assessment, medical consultation (as required) and indicated diagnostic tests
and immunizations (as required).
Students will be notified of expiration dates for current compliance by the Office of Counseling and Health Services. The
Office of Counse ling and Hea lth Services will also provide compliance data to the institutional official, who w ill
disseminate to the appropriate personnel. It is the respons ibility of the principal investi gator to verify the compliance of
all individuals named in the IACUC protocol.
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To establish occupational health guidelines for all animal care workers who
utilize animals in teaching, testing and/or research.
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_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
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X
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_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
University Faculty, staff, students and volunteers

Attach a description of the UAR.

(Description Attached)

Approved by:
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Date
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Revision Dates:
Purpose:
Procedural
References For:

118.05
Occupational Health for Animal Care Workers
Provost and Vice President for Academic Affairs
April17, 1995
September 29, 2006; March 6, 2007; February 17, 2014
To establish occupational health guidelines for all animal care workers
who utilize animals in teaching, testing and/or research.
BOR Policy - PAc 32 & PAc 22

Scope:

University faculty, staff, students and volunteers who are involved
with an Institutional Animal Care and Use Committee (IACUC)
approved animal activity.

Description:

Faculty, staff, students and volunteers participating in an Institutional
Animal Care and Use Committee (IACUC) approved animal activity
are required to complete the Animal Care Worker Compliance
(ACWC). Documentation of compliance must be on file in the Office
of Counseling and Health Services (OCHS).

Procedures for
Principal Investigator/
Co-Investigator and
Individuals listed on the protocol application are required to read the
Associate Personnel:
Training Document for Animal Care Worker Compliance, complete
CITI training and Animal Care Worker Compliance every three years.
This program consists of an assessment of health risk using the
Periodic Animal Contact Health Assessment, medical consultation (as
required) and indicated diagnostic tests and immunizations (as
required). All protocol forms must be completed and submitted to the
IA CUC committee for approval before the start of the activity.
Investigators and personnel will be notified of expiration dates for
current compliance by the Office of Counseling and Health Services.
The Office of Counseling and Health Services shall also provide a
record of the participant's compliance to the ORSP. The institutional
official will forward the information to the principal investigator. It is
the principal investigator' s responsibility to maintain compliance with
the program and remove any students or personnel who are not
compliant. The IACUC will suspend any protocols that do not follow
this regulation.
Procedure for
Students:

Students who are involved with an Institutional Animal Care and Use
Committee (IACUC) approved animal activity are required to read the
Training Document for Animal Care Worker Compliance. Students
required to complete CITI training will be notified by their
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instructor/supervisor. Students required to complete Animal Care
Worker Compliance will be notified by the Office of Counseling and
Health Services. This program consists of an assessment of health risk
using the Periodic Animal Contact Health Assessment, medical
consultation (as required) and indicated diagnostic tests and
immunizations (as required).
Students will be notified of expiration dates for current compliance by
the Office of Counseling and Health Services. The Office of
Counseling and Health Services will also provide compliance data to
the institutional official, who will disseminate to the appropriate
personnel. It is the responsibility of the principal investigator to verify
the compliance of all individuals named in the IA CUC protocol.
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March 24, 2014

TO:

Gerald DeMoss
Acting Provost and Vice President Academic Affairs

FROM:

Kimberly Peterso ~
Chair, Institutional Animal Care and Use Committee

RE:

Recommended Revisions to UAR 118.04 Occupational Health for Animal
Care Workers

On behalf of the Institutional Animal Care and Use Committee, please see the attached
recommendation to revise UAR 118.04 Occupational Health for Animal Care Workers. This
recommendation was approved by the IACUC and the Institutional Official.

If you concur with the IACUC recommendation, please submit this request to President
Andrews for review.
KP/js
Attachment:

Pc:

Current UAR 118.04 Occupational Health for Animal Care Workers
Revised UAR 118.05 Occupational Health for Animal Care Workers
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MOREHEAD STATE UNIVERSITY
University Administrative Regulation (UAR) 118.04
OCCUPATIONAL HEALTH FOR ANIMAL CARE WORKERS
The Public Health Service of the U.S. Department of Health and Human Services has directed
teaching/research institutions to develop programs to promote the health and safety of employees who
have substantial animal contact. All employees with animal contact are asked to read this
material. Verification from the principal investigator or supervisor that workers have been given this
information is required in the Institutional Animal Care and Use Committee (IACUC) protocol application
(Form P:
Personnel (Principal Investigator/Co-Investigator) and Form AP:
Associate Personnel
(Undergraduate or Graduate Students, Technicians, Staff). The program at Morehead State University has
two components:
1.

Health Care Program for Any Individual with Laboratory Animal Contact: This program
consists of an assessment of health history, physical examination (if required), and indicated
diagnostic tests and immunizations (if required) . Complete Form P: Personnel (Principal
Investigator/Co-Investigator) and Form AP: Associate Personnel (Undergraduate or
Graduate Students, Technicians, Staff) of the Protocol APPLICATION FOR THE UsE OF ANIMALS
IN TEACHING, TESTING AND/OR RESEARCH, and attach a copy to all applications in which you
will be a participant.

2.

Education: The attached pages contain informational material about several specific conditions
or practices with which animal care workers should be familiar. All employees with animal
contact are required to read this material, complete Form P: Personnel (Principal
Investigator/Co-Investigator) and Form AP: Associate Personnel (Undergraduate or
Graduate Students, Technicians, Staff) of the Protocol APPLICATION FOR THE USE OF ANIMALS
IN TEACHING, TESTING AND/OR RESEARCH, and attach a copy to all applications in which the
employee will be a participant. You should keep the rest of the material for future reference.
RISK FACTORS ASSOCIATED WITH ANIMAL CARE

Certain pre -existing medical conditions can place an individua l at greater risk of injury or illness in
the animal care setting. Consult with your physician if you think you have any of the following or other
conditions. Disclosure is not required; however, you may want to exclude yourself from working in an
an ima l care environment if you believe you may be at risk.
1.
2.
3.
4.
5.
6.
7.

Congenital immunodeficiency
Acquired immunodeficiency
Treatment for cancer
Pregnancy
Organ or tissue transplant recipient
Allergic condition
Immunosuppressive drug therapy
PHYSICAL EXAMINATIONS

All employees and new candidates for employment at Morehead State University who have
significant contact with animals and/or in animal care facilities are encouraged to receive a complete
history and annual physical examination. Included in such a physical examination may be urinalysis,
hematology, chest X-rays, tuberculosis skin test, and necessary immunizations.

REPORTING INJURY OR ILLNESS

The Morehead State Un iversity policy for occupational injury or disease (MSU Adm inistrative
Regulation 309.01) is available from one's supervisor. The following is exerted from t hat policy:
"It shall be the responsibility of the faculty or staff member supervising
any activity on Morehead State University property to complete the MSU
Accident Report on any accident which results in personal injury. "
Beginning July 1, 2004, the following are the steps to be taken to report work- related incidents:
TO REPORT WORK-RELATED INCIDENTS ...

Step 1 :

Contact your supervisor to report the incident

Step 2 :

Your supervisor will :
Help determ ine if you need medical care, and if so, call the 24-hour access line to
report your incident and determine where you are to go to get med ical care .
Or ...
If your supervisor is unavailable, call the access number yourself, report your injury
and find out which doctor is available .

Step 3 :

Proceed to a network doctor, authorized by Morehead State University, for evaluation
and treatment.

Toll Free 24 -Hour Access Line:
800-440-6285
Morehead State University participates in a managed care system for workers' compensation. To
have your medical care paid for in a work-related injury, you MUST use an approved doctor, and
only use an emergency department in a life threatening situation .
Only in the case of a life-threatening injury, go immediately to the approved hospital
emergency department. Your supervisor will call the 24-hour access number to report
the incident.
For any questions relative to your medical care, call toll free 800 -440 -6285 between 8:00 a.m .
and 5:00 p.m., Monday - Friday.
Source: Handout provided bv, the Office of Human Resources.
Every person working with animals should be aware of the potential danger from animal bites and
scratches. Tetanus, rabies, leptospirosis, ringworm, toxoplasmosis, Q fever, and hantavirus are just a
sampling of diseases that can be transmitted from animals to humans. All animal bites and scratches, no
matter how minor they appear to be, should be reported to one's supervisor so that proper measures may
be taken.
PERSONAL HYGIENE

There are a number of personal hygiene issues that apply to all workers who are exposed to
animals.
1.

There must be no eating, drinking , use of tobacco products, or application of cosmetics in
areas where an imals are housed or used.

2.

3.

4.
5.

6.
7.
8.

No animals should be kept overnight anywhere except in the designated animal rooms . There
will be exceptions to this only where specific permission has been obtained from the IACUC for
the retention of these animals.
At appropriate times, and/or if required by the protocol or the instructor, laboratory coats,
gloves and protective eyewear should be worn at all times for the handling of animals. All
contaminated or infected materials should be handled in such a way as to minimize aerosols.
Protective clothing should be left in the lab and laundered or disposed of as appropriate.
There are numerous special requirements for the handling of large animals. Please contact
the attending veterinarian for details.
Additional precautions are necessary for a number of specific hazardous agents. If infected
material is being used in a laboratory, then specific guidelines should be followed for the
handling of these biologically sensitive materials .
All work surfaces should be decontaminated daily and after any spill of animal-related
material.
Hands must be washed thoroughly with anti-microbial soap before and after handling of
animals and prior to leaving the laboratory for any reason .
Certain microbial pathogens are transmitted from animals to humans primarily by the animals'
feces or urine entering the human body by mouth . Examples include Salmonella, Shigella and
Entamoeba. It cannot be overemphasized that every precaution should be taken to avoid this
mode of transmission by alertness and very careful personal hygiene .
POTENTIAL BIOLOGICAL HAZARDS

Animal Bites. Scratches and Kicks: Animal bites, scratches and kicks are hazards associated with
animal contact. Such injuries can be avoided or minimized through proper training in animal handling
methods. Larger animals can induce life-threatening injuries when they kick or fall upon an animal care
worker.

Training and experience teaches an animal care worker to assess the mood and emotional state of
animals, how they respond to human contact and stimuli, and fight or flight behavior. Knowledge of
species-specific animal behavior is important in reducing risks.
Bites and scratches can not only produce tissue injury but also result in the transmission of
zoonotic diseases such as rabies, tetanus, hantavirus infection, tularemia, rat-bite fever, cat-scratch fever,
and B-virus infection. Even the normal oral flora of animals can cause serious infection of bite wounds.
Important factors in reducing disease transmission to humans is knowledge of the health of the animals as
assessed by a veterinarian, maintaining current tetanus and rabies vaccinations, and seeking medical
treatment for any bite or scratch wound.
Sharps: The term "sharps" refers to needles, syringes, scalpel blades, lancets, disposable medical
instruments, broken glass and similar devices or materials with the potential to cut or puncture an
individual as it is sent through the waste stream. Sharps are ubiquitous in animal care. Needles,
syringes, pipettes, scalpels -- all are commonly used in animal care facilities and laboratories. Punctureresistant and leak-proof containers for sharps are to be available at critical locations in the facilities.
Improper disposal of sharps with regular trash may expose animal care personnel and custodial staff to
wounds, and, potentially to infectious agents and hazardous chemicals . State regulations are specific in
the requirements for proper disposal of "sharps."

Basic
1.
2.
3.

rules to remember:
Never recap needles after use -- have a "sharps" container nearby.
Dispose of syringes, needles, glass, vials, and scalpels only in a "sharps" container.
If you cut yourself, perform first aid immediately. Report the incident to your supervisor. If
you can safely identify the source of your injury, do so.

Human Allergies to Animals: Allergy to animals is common and, therefore, one of the most important
occupational problems occurring in workers exposed to animals. Allergies can manifest in a number of
ways including allergic rhinitis, allergic conjunctivitis, asthma, or atopic dermatitis. Allergy to animals is
particularly common in workers exposed to cats, dogs, gerbils, guinea pigs, mice, rabbits, and rats.
Recent studies suggest that exposure to animal urine, saliva and fecal matter, in addition to dander, skin
debris and fur, provoke allergic reactions. These allergens are carried primarily on dust and exposure
occurs through inhalation of contaminated dust. Various studies show that 10% to 44% of workers
exposed to animals will develop symptoms of allergy. An estimated 10% of all laboratory workers
eventually develop occupation-related asthma .
Most allergic reactions are manifested as allergic rhinitis (a condition characterized by runny nose
and sneezing similar to hay fever), allergic conjunctivitis (irritation and tearing of the eyes), asthma, and
contact urticaria ("hives," a skin condition which is caused by contact with a substance to which an
individual is allergic). In rare instances, a person who has become sensitized to an animal protein in the
saliva of the animal experiences a generalized allergic reaction (anaphylaxis) when bitten by an animal.
Anaphylactic reactions vary from mild generalized urticaria! reactions to profound life-threatening
reactions. Because of the risk of allergy, all workers should exercise certain precautions to prevent animal
allergy. Animals should be handled within well-ventilated areas to prevent build up of various particles in
the air. Workers should always wear gloves and laboratory coats to prevent direct exposure to the
animals. This applies to urine as well as animal dander. Frequent hand washing is important. In order to
prevent inhaling contaminated materials, cages should be changed frequently and masks should be worn
during the changing of cages.
Despite the best preventive techniques, some individuals will develop allergies after contact with
laboratory animals. Rarely this will be so severe that a person is forced to change his/her line of work.
More commonly this can be controlled with the use of personal protective equipment (laboratory coats,
gloves, dust/surgical masks, and protective eyewear) while working with animals and/or in animal care
facilities. Desensitization therapy has been done for some individuals but this is not as effective for animal
allergies as it is for some other types of allergies. Certainly, any one with symptoms related to animal
exposure should seek medical diagnosis and treatment.
Wild Animals
Research and teaching activities conducted "in the field" may expose workers to a number of
hazards associated with the handling of vertebrate animals or injuries from other, non-target animals in
the study area. Wild animals will frequently protect themselves by biting, kicking, or scratching. Injuries
from these can range from minor to life-threatening. In addition, bites and scratches from wild animals
may transfer pathogen-borne diseases, including tetanus and rabies to humans (see below for details
about disease-causing pathogens). The risk of injury can be reduced by proper training in animal
collection and handling methods and by wearing protective gear. In general, larger animals tend to be
more aggressive and require more caution when handling. Specific risks associated with various wild
animal groups are outlined below.
Fishes: Most fishes have teeth; larger ones may bite when handled. In addition, many fishes have sharp
spines located on the fins or on the head. These spines are nonvenomous for most species, but a
puncture from a large spine can be serious, and punctures from even small spines can be painful. A very
few species (e.g., lionfishes, Pterois) are sufficiently venomous to be life-threatening. A group of local
species, the madtom catfishes (Noturus), have mildly venomous spines; puncture by these can produce
localized intense pain, similar to a bee sting. Avoidance of injuries from fishes usually can be achieved by
careful handling.
Amphibians: Frogs and salamanders have teeth and some of the largest will bite when handled. Most
amphibians secrete toxins from poison glands in the skin. A few, notably the poison frogs of Central and
South America, produce a strong skin toxin that is life-threatening when ingested or otherwise introduced

internally. Most of these toxins are not readily absorbed through human skin, but may enter the body
from open cuts or mucous membranes. When handling amphibians known to have toxic secretions,
researchers should wear gloves, avoid touching mucous membranes, and/or wash hands afterwards.
Turtles: Some larger turtles may deliver a painful bite and should be handled carefully.
Lizards: Local species of lizards present little danger to researchers, but some other, larger species (e.g.,
iguanas and monitors) can deliver painful bites prone to infection and deliver tail lashes. Two species,
both in the desert southwest of North America, are venomous, but are not aggressive.
Snakes: Although small snakes, such as ringneck snakes (Diadophis), rarely bite, larger snakes, even
those that are not venomous, such as watersnakes (Nerodia), often bite when handled . Although only two
local snakes (copperhead and timber rattlesnake) are venomous, there are many venomous snakes
worldwide. A venomous bite from most of these is life-threatening, or can cause severe injuries, including
loss of a limb, if untreated.
Most venomous snakes are not aggressive and are not likely to be encountered in the field unless
they are targeted for collection. However, field researchers should be cognizant of the venomous snakes
that are found in their area and should avoid risky activities, such as sticking hands under rocks, and
picking up or trying to kill snakes of uncertain identity. Researchers targeting collection of venomous
snakes should take appropriate precautions including, but not limited to, use of snake tongs, gloves, and
boots. If possible, these researchers should not work alone in the field, and should develop a plan in case
of venomous snakebite that includes ability to contact emergency personnel (e.g. , cell phone) and
knowledge of locations of medical centers that carry the appropriate antivenom.
Crocodilians: Larger individuals of these can deliver severe injuries from bites or from tail-thrashing.
Risks to researchers can be minimized by training in handling of these animals, including the use of
techniques to immobilize them . For studies that take place in areas of high concentrations of crocodilians,
precautions should be taken, including the development of a plan in case of attack.
Birds: Some birds may bite when handled. Birds of prey, including hawks, eagles, and owls, have sharp
beaks and talons and may be quite aggressive. Protective gear and experience handling these animals
are needed to avoid injury.
Mammals: In general, larger mammals are associated with more risk . Threats to researchers can be
minimized by training in animal handling and when necessary, sedation of animals.
Insects: Many insects can bite or sting. Although most of these are only annoying or mildly painful,
some individuals are sufficiently allergic to wasp and bee stings that even one sting is life-threatening.
These individuals should carry with them appropriate medications (e.g ., "epi-pen") in case of a sting.
Also, certain insects may transmit serious diseases such as sleeping sickness (tsetse fly), malaria,
encephalitis, and yellow fever (mosquito), and Chagas disease (reduviid or "kissing" bugs). Risk from
these may be reduced by appropriate use of immunizations and preventative medications, insect
repellants, protective clothing, and avoidance of habitats and time periods where and when these insects
are most abundant.
Other invertebrates: Various other invertebrates, including selected jellyfishes, spiders, and scorpions,
can deliver bites or stings which range from painful to life-threatening. Caution and appropriate
preventative measures should be used when field activities take place in areas where these animals are
likely to occur. Also, ticks may carry certain pathogenic organisms, including those that cause spotted
fever and Lyme disease. Use of repellants and protective clothing will reduce the risk of a tick bite. If a
tick bite happens, monitoring of the bite for changes (including a "bulls-eye rash") should be done and
medical attention should be sought, if necessary.

More information about poisonous and venomous animals can be found in: Mebs, D. 2002. Venomous and
poisonous animals: a handbook for biologists, and toxicologists and toxinologists, physicians and
pharmacists.
VIRAL DISEASES
Hantavirus Infection: The hantaviruses, which can cause severe hemorrhagic disease, are widely
distributed in nature among wild-rodent reservoirs. The severity of disease produced depends on the
strain involved. Strains producing hemorrhagic fever with renal symptoms are prevalent in southeastern
Asia and Japan, and focally throughout Europe. Outbreaks of hantavirus infection characterized by severe
pulmonary syndrome resulting in numerous deaths have been recognized in the southwestern United
States . Infections associated with laboratory rodents have occurred in Russia, Scandinavia, Japan, and
Belgium.
Rodents in several genera have been implicated in the outbreaks of the disease in the United
States. The transmission of hantavirus infection is through the inhalation of infectious aerosols.
Extremely brief exposure times (five minutes) have resulted in human infection. Rodents develop
persistent, asymptomatic infections, and shed the virus in their respiratory secretions, saliva, urine, and
feces for many months. Transmission of the infection can also occur by animal bite, or when dried
materials contaminated with rodent excreta are disturbed, allowing wound contamination, conjunctiva!
exposure or ingestion to occur. Recent cases that have occurred in the laboratory animal environment
have involved infected laboratory rats. Person-to-person transmission is apparently not a feature of
hantavirus infection.
The form of the disease known as nephropathia endemica is characterized by fever, back pain, and
nephritis that results in only moderate renal dysfunction. The infection is usually self-limiting with proper
treatment. The form of the disease that has been noted after laboratory animal exposure fits the classical
pattern of hemorrhagic fever with renal syndrome. The infection is characterized by fever, headache,
myalgia, gastrointestinal bleeding, bloody urine, severe electrolyte abnormalities, and shock.
Human hantavirus infections associated with the care and use of laboratory animals can be
prevented through the isolation or elimination of infected rodents and rodent tissues before they can be
introduced into the resident laboratory animal populations.
Lymphocytic Choriomeningitis Virus Infection: Human infection with lymphocytic choriomeningitis
(LCM) associated with laboratory animal and/or pet contact has been recorded on several occasions. LCM
is widely distributed among wild mice throughout most of the world, and presents a zoonotic hazard. Many
laboratory animal species are infected naturally, including mice, hamsters, guinea pigs, nonhuman
primates, swine and dogs. The mouse has remained the primary concern in the consideration of this
disease. Athymic, severe-combined-immunodeficiency (SCID), and other immunodeficient mice can pose
a special risk by harboring silent, chronic infections, which present a hazard to personnel.
The LCM virus produces a pantropic infection under some circumstances, and can be present in
blood, cerebrospinal fluid, urine, nasopharyngeal secretions, feces, and tissues of infected natural hosts.
Bedding material and other fomites contaminated by LCM-infected animals are potential sources of
infection, as are infected ectoparasites. In endemically infected mouse and hamster colonies, the virus is
transmitted in utero, or early in the neonatal period, and produces a tolerant infection characterized by
chronic viremia and viruria, without marked clinical disease. Humans can be infected by parental
inoculation, inhalation, and contamination of mucous membranes or broken skin with infectious tissues or
fluids from infected animals. Aerosol transmission is well documented.
Humans develop an influenza-like illness characterized by fever, myalgia, headache, and malaise
after an incubation period of 1-3 weeks. In severe cases of the disease, patients might develop
meningoencephalitis. Central nervous system involvement has resulted in several deaths.

Orf Disease: Orf disease is a parapoxvirus infection that is endemic in many sheep flocks and goat herds
throughout the United States. The disease affects all age groups, although young animals are most often
and most severely affected. Orf produces proliferative, pustular encrustations on the lips, nostrils,
mucous membranes of the oral cavity, and urogenital orifices of infected animals.
Orf virus is transmitted to humans by direct contact with virus-laden lesion exudates. External
lesions are not always apparent, so recognition may be difficult. Transmission of the agent by fomites or
contaminated animals is possible because of its environmental persistence . Rare cases of person-toperson transmission have been recorded. The disease in humans is usually characterized by the
development of a solitary lesion on the hand, arm, or face. The lesion is sometimes mistaken for an
abscess. Occasionally, several nodular lesions are present, each measuring up to 3 cm. in diameter,
persisting for 3-6 weeks, and regressing spontaneously. Progression to generalized disease is considered
rare.
The characteristic appearance of the lesion, and a history of recent contact with sheep or goats
are diagnostic of this condition in humans. Vaccination of susceptible sheep and goats is effective in
preventing the disease. Personnel who handle sheep and goats should be cautioned to wear protective
clothing and gloves and to practice good personal hygiene.
Rabies: Rabies is a relatively rare and devastating viral disease that can result in severe neurologic
problems and death. Most cases of rabies occur in wild animals although any mammal can contract the
disease. Rabies is virtually unheard of in common laboratory animals. The exception to this is with dogs
and cats.
Rabies is an endemic disease in Kentucky, especially in skunks, foxes and bats. Sporadic cases
have been well documented in other species of wildlife, as well as domestic animals. Animals and animal
tissues field collected in Kentucky in research or teaching should be handled with care. Precautions should
take into account the fact that infected animals may shed the virus in the saliva before visible signs of
illness appear and that rabies virus can remain viable in frozen tissues for an extended period. Morehead
State University accepts only those dogs and cats with documented rabies immunizations. Every
employee who handles dogs, cats, or wild mammals must be vaccinated against rabies, and
must show proof of current immunization.
BACTERIAL DISEASES
Brucellosis: Human brucellosis is caused by the bacteria Bruce/la abortus (cattle), B.suis (hogs),
B.melitensis (sheep and goats), and B.canis (dogs). Brucellosis is transmitted by direct contact with
secretions and excretions of infected animals, and by ingesting cow, sheep or goat milk or milk products
containing viable Bruce/la organisms. The average incubation period is two weeks, although it can range
from 5 days to several months. Onset may be rapid and acute, with chills and fever, headache, pains,
malaise, and diarrhea. Fever rises in the evening. As the disease progresses, evening fever may rise to
105°F, then subsiding to near normal in the morning, when profuse sweating occurs. The intermittent
fever lasts 1 to 5 weeks, followed by a 2- to 14-day remission. Fever may then recur. Patients with
acute, uncomplicated brucellosis usually recover in 2 to 3 weeks. Chronic disease occurs occasionally, but
it is unusual for it to result in long-term ill health. It is rarely fatal.
Brucellosis is treatable with an appropriate antibiotic therapy. The most important prophylactic
measures are pasteurization of milk and milk products. Persons handling animals or carcasses likely to be
infected should wear rubber gloves and protect breaks in the skin from bacterial invasion.
Campylobacteriosis: Organisms of the genus Campylobacter have been recognized as a leading cause
of diarrhea in humans and animals in recent years. Numerous cases involving the zoonotic transmission of
the organisms in pet and laboratory animals have been described. Results of prevalence studies on dogs,
cats, nonhuman primates, and group-housed animals suggest that young animals readily acquire the

infection and shed the organ ism . Young animals are often impl icated as the source of infection in zoonotic
transmission . Campylobacter is transmitted by the fecal -oral route via contaminated food or water, or by
direct contact with infected animals .
Campylobacter spp. produce an acute gastrointestinal illness, which, in most cases, is brief and
self limiting . The clinical signs of Campylobacter enteritis include watery diarrhea, abdominal pain, fever,
nausea, and vomiting. The infection generally resolves with specific anti-microbial therapy . Unusual
complications of the disease include a typhoid -like syndrome, arthritis, hepatitis, febrile convulsions, and
meningitis. Although the treatment of animals with Campy/obacter enteritis is useful in the control of the
infection, the attempt to eliminate the carrier state in asymptomatic animals might be less rewarding.
Personnel should rely on the use of protective clothing, personal hygiene, and sanitation measures to
prevent transmission of the disease. Biosafety Level 2 (Attachment 1) procedures are recommended for
activities using naturally or experimentally infected animals.
Cat-Scratch Fever: Bartonnel/a hense/ae, a newly described rickettsial organism, has been directly
associated with cat-scratch fever. This gram-negative, pleomorphic organism has been demonstrated to
produce chronic, asymptomatic bacteremia, especially in younger cats, for at least 2 months, and possibly
for as many as 17 months . The organism has been isolated on fleas that fed on infected cats, and fleas
have been shown to be capable of transmitting the organism between cats. This find ing suggests that
fleas could serve as a vector in zoonotic transmission . A recent prevalence survey indicated that
approximately 49% of pet and pound/shelter animals have blood cultures positive for this organism . Of
patients with the disease, 75% report having been bitten or scratched by a cat, and over 90% report a
history of exposure to a cat . Most cases of the disease appear between September and February, and the
incidence peaks in December.
The disease begins with inoculation of the organism into the skin (bite or scratch) of an extremity,
usually a hand or forearm. A small papule appears at the site of inoculation several days later, and is
followed by vesicle and scab formation. The lesion resolves within a few days to a week. Several weeks
later, regional lymph node swelling occurs, and can persist for months. Pus formation and rupture of the
lymph node sometimes occurs. Cat-scratch fever can progress to a severe systemic or recurrent infection
that is life-threatening in immunocompromised hosts.
The use of proper cat-handling techniques, protective clothing, and thorough cleansing of wounds
should minimize the likelihood of personnel exposure to the organism of cat-scratch fever.
Enteric Yersiniosis: Yersinia enterocolitica and Yersinia pseudotubercu/osis are present in a wide variety
of wild and domestic animals, which are considered the natural reservoirs for the organisms. The host
species for Yersinia enterocolitica include rodents, rabbits, swine, sheep, cattle, horses, dogs, and cats.
Yersinia pseudotuberculosis has a similar host spectrum and also includes various avian species . Human
infections often have been associated with household pets, particularly sick puppies and kittens.
Occasional reports of Yersinia infections in animals housed in the laboratory, such as guinea pigs, rabbits,
and nonhuman primates, suggest that zoonotic Yersinia infection should not be overlooked in this
environment. Yersinia spp. are transmitted by direct contact with infected animals through the fecal-oral
route.
Yersinia enterocolitica produces fever, diarrhea, and abdominal pain. In some cases, lesions may
develop in the lower small intestine, resulting in a clinical presentation that mimics acute appendicitis.
Laboratory animals with yersiniosis should be isolated and treated, or culled from the colony. Personnel
should rely on the use of protective clothing, personal hygiene, and sanitation measures to prevent the
transmission of the disease .
Leptospirosis: This is a contagious bacterial disease of animals and humans due to infection with
Leptospira interrogans species . Rats, mice, field moles, hedgehogs, squirrels, gerbils, hamsters, rabbits,
dogs, domestic livestock, other mammals, amphibians, and reptiles are among the animals that are

considered reservoir hosts . Leptospires are shed in the urine of reservoir animals, wh ich often remain
asymptomatic and carry the organism in their renal tubules for years . The usual mode of transmiss ion
occurs through abraded skin or mucous membranes, and is often related to direct contact with urine or
tissues of infected animals. Inhalation of infectious droplet aerosols and ingestion of urine-contam inated
food or water are also effective modes of transmission. Clinical symptoms may be severe, mild or absent,
and may cause a wide variety of symptoms including fever, myalgia, headache, chills, icterus and
conjunctiva! suffusion. The disease can usually be treated successfully with antibiotics .

0 Fever: Q fever is a rickettsial disease caused by Coxiella bumetti. It is very contagious and usually
contracted by inhalation of infected aerosols . Q fever is ma intained as an inapparent infection in domestic
an imals. Sheep, cattle, and goats are the principle reservoirs for human infection . Q fever can also be
contracted by ingesting raw milk. The pathogen persists in feces, urine, milk and t issues (especially the
placenta), so that infective aerosols form easily. The incubation period for the disease varies from 9 to 28
days. Onset is abrupt, with fever, severe headache, chilliness, severe malaise, myalgia, and, often, chest
pains and cough. Fever may rise to 104°F and persist for 1 to >3 weeks. Pneumonia develops in half the
patients as revealed by X-ray . About one third of patients develop hepatitis. Endocarditis occurs rarely,
although it is serious, with aortic valve involvement. Immunocompromised patients are at risk of
developing very severe disease, and should not work with sheep, cattle or goats . Q fever can be
successfully treated with antib iotics, especially if diagnosed early. Workers who develop flu-l ike
symptoms following exposure to sheep or goats must mention to the exam ining physician the possibility of
Q fever.
In order to limit the spread of Q fever, there are a number of procedures that should be followed .
Laboratories using sheep, cattle, and goats and animal care areas housing these animals should be strictly
off limits to anyone who does not have a specific need to be there. Gloves should always be worn when
handling these animals . It is important that animals be transported carefully to avoid infecting others.
Potentially contaminated surfaces should be decontaminated with dilute solutions of chlorine bleach or
dilute solutions of lysol. These organ isms are quite resistant to destruction and many ordinary methods of
disinfecting will not be adequate. It is extremely important that laboratory doors be kept closed when
experiments are in progress . Employees wo rking with potentially infected tissue need to wear protective
cloth ing that is not to be worn outside the work area.
Rat-Bite Fever: Rat-bite fever is caused by either Streptobacil/us moniliformis or Spirillum minor, two
microorganisms that are present in the upper respiratory tracts and oral cavities of asymptomatic rodents,
especially rats. These organisms are present worldwide in rodent populations, although efforts by
commercial suppliers of laboratory rodents to eliminate S . moniliformis from the ir rodent colon ies now
appear to have been largely successful. The form of the disease caused by Spirillum minor can be clinically
different from the disease produced by S . moniliformis. Most human cases result from a bite wound
inoculated with nasopharyngeal secretions, but sporadic cases have occurred without a history of rat bite .
Infection also has been transmitted via blood of an experimental animal. Persons working or living in rat
infested areas have become infected even without direct contact with rats.
In S. moniliformis infections, patients develop chills, fever, malaise, headache, and muscle pain . A
rash, most evident on the extremities, follows. Arthritis occurs in 50% of 5 . moniliformis cases, but is
considered rare in Spirillum minor infections. Complications of untreated cases of the disease include
abscesses, endocarditis, pneumonia, and hepatitis.
Proper an imal handling techniques are critical to the prevention of rat-bite fever.
Salmonellosis: Enteric infection with Salmonella spp. has a worldwide distribution among humans and
an imals . Among the laboratory animal species, rodents from many sources are now free from salmonella
infection, due to successful programs of cesarean rederivation, accompanied by rigorous management
practices to exclude the recontamination of animal colonies . The pasteurization of feeds has also
contributed to the control of salmonellosis in laboratory an imal populations . However, despite the efforts

to eliminate the organism in laboratory animal populations, carriers continue to occur, as a result of
infection by contaminated food, or other environmental sources of contamination. These carriers
represent a source of infection for other animals and for personnel who work with animals.
Results of recent surveys in dogs and cats have indicated that the prevalence of infection remains
approximately 10% among random-source animals . Salmonella continues to be recorded frequently
among recently imported nonhuman primates. Infection with Salmonella is nearly ubiquitous among
reptiles. Avian sources are often implicated in foodborne cases of human salmonellosis. Birds in a
laboratory animal facility should be considered likely sources for zoonotic transmission . The organism is
transmitted by the fecal-oral route, via food derived from infected animals, or from food contaminated
during preparation, contaminated water, or direct contact with infected animals. Salmonella infection
produces an acute, febrile enterocolitis. Septicemia and focal infections occur as secondary complications.
Focal infections can be localized in any tissue of the body, so the disease has diverse manifestations.
Whenever possible, animals known to be Salmonella free should be used in laboratory animal
facilities . The use of antibiotic treatment of Salmonella -infected animals as a means of controlling the
organism in a laboratory animal facility may be unrewarding, because antibiotic treatment can prolong the
period of communicability . Personnel should rely on the use of protective clothing, personal hygiene, and
sanitation measures to prevent the transmission of the disease. Biosafety Level 2 (Attachment 1)
procedures are recommended for activities using naturally or experimentally infected animals .
Tetanus: Tetanus is caused by tetanospasmin, a toxin produced by the bacterium Clostridium tetani.
Spores produced by the bacterium can remain viable for years and can be found in soil and animal feces.
Tetanus may follow a contaminated puncture wound or animal bite . The incubation period ranges from 2
to 50 (usually 5 to 10) days . The most common symptom is stiffness of the jaw. Other symptoms include
difficulty in swallowing; restlessness; irritability; stiff neck, arms, or legs; headache; fever; sore throat;
ch illiness; and convulsions . The prognosis is poorer if the incubation period is short and symptoms
progress rapidly, or treatment is delayed. Treatment involves early and adequate use of human immune
serum to neutralize the toxin; wound debridement to control the bacterial infection; and other therapies to
treat the symptoms.
The Public Health Service Advisory Committee on Immunization Practices recommends
immunization against tetanus every 10 years. An immunization is also recommended if a particularly
tetanus -prone injury occurs in an employee where more than five years has elapsed since the last
immunization. Every employee must have up-to-date tetanus immunizations, and must show
proof of current tetanus vaccinations.
Tuberculosis: Tuberculosis (TB) is an acute or chronic infection caused by the bacterium Mycobacterium
tuberculosis, and rarely by M.bovis. Infection occurs primarily by inhalation. Infectious droplets, which
are aerosolized by coughing and dry while suspended in air, may contaminate the air in closed spaces for
long periods. In areas where bovine TB has not been eliminated, transmission may occur by ingestion of
contaminated milk. Direct inoculation sometimes occurs in laboratory workers .
Most cases of TB in the United States are pulmonary. Pulmonary TB is initially asymptomatic;
signs become apparent when a lung lesion is large enough to be visible on chest x-ray. Other symptoms
of fever, malaise and weight loss are often so gradual as to be unnoticed . In the nonsensitized host,
infection typically begins in the lower of m iddle lungs. The pathogen multiplies, and may spread . After a
few weeks, an immune response is mounted which arrests the bacterium. In 90% of patients, the
infection remains dormant but viable. Disease reactivation can occur at any time during the life of the
host. Active disease results in the formation of tubercles in the lungs, with a tendency for fibrosis and
caseation (non - liquifying necrosis) of the lungs. Once diagnosed, most cases of TB can be effectively
treated with an appropriate antibiotic regimen . In recent years, a multi -drug resistant strain of
M.tuberculosis has emerged, which is very difficult to treat.

FUNGAL DISEASES
Dermatomycoses (Ringworm): Many species of animals are susceptible to fungi that cause the condition
known as ringworm. The skin lesion usually spreads in a circular manner from the original point of
infection, thus, the name "ringworm." Cats and rabbits may be asymptomatic carriers of the fungal
pathogens, which can cause dermatomycosis in humans. In humans, the disease usually consists of small,
scaly, semibald, grayish patches with broken, lusterless hairs, and itching. Most lesions are successfully
treated with topical anti-fungal medications. Transmission of the disease is by direct contact with an
infected animal. Personal hygiene is the best method of prevention.

PARASITIC PROTOZOAN DISEASES
Cryptosporidiosis: Cryptosporidium spp . have a cosmopolitan distribution and have been found in many
animal species, including mammals, birds, reptiles, and fishes. Cross-infectivity studies have shown a lack
of host specificity for many of the organisms. Among the laboratory animals, lambs, calves, pigs, rabbits,
guinea pigs, mice, dogs, cats, and nonhuman primates can be infected with the organisms.
Cryptosporidiosis is common in young animals, particularly ruminants and piglets.
Cryptosporidiosis is transmitted by the fecal-oral route and can involve contaminated water, food,
and possibly air. Many human cases involve human-to-human transmission or possibly the reactivation of
subclinical infections. Several outbreaks of the disease have been associated with surface water
contaminants. A 1993 waterborne epidemic in Milwaukee, Wisconsin, was believed to involve more than
370,000 people. Zoonotic transmission of the disease to animal "handlers has been recorded, including a
recent report of cryptosporidiosis among handlers of infected infant nonhuman primates.
Although cryptosporidiosis has become identified widely with immunosuppressed people, the
ability of the organism to infect immunocompetent people also has been recognized. In humans, the
disease is characterized by cramping, abdominal pain, profuse watery diarrhea, anorexia, weight loss, and
malaise. Symptoms can wax and wane for up to 30 days, with eventual resolution. However, in
immunocompromised persons, the disease can have a prolonged course that contributes to death.
Appropriate personal-hygiene practices should be effective in preventing the spread of infection. No
pharmacological treatment is effective for this infection.
Giardiasis: Many wild and laboratory animals serve as a reservoir for Giardia spp ., although cysts from
human sources are regarded as more infectious for humans than are those from animal sources. Dogs,
cats, and nonhuman primates are most likely to be involved in zoonotic transmission. According to recent
surveys of endoparasites in dogs, the prevalence of Giardia generally ranges from 4 to 10%, and
approaches 100% in some breeding kennels.
Giardia is transmitted by the fecal-oral route, primarily via cysts from an infected person or
animal. The organism resides in the upper gastrointestinal tract where trophozoites feed and develop into
infective cysts. Humans and animals have similar patterns of infection. Infection can be asymptomatic,
but anorexia, nausea, abdominal cramps, bloating, and chronic, intermittent diarrhea are often seen.
Although the organism is rarely invasive, severe infections can produce inflammation in the bile and
pancreatic ducts, and damage the duodenal and jejunal mucosa, resulting in the malabsorption of fat and
fat-soluble vitamins. Identification and treatment of giardiasis in a laboratory animal host, in combination
with effective personal-hygiene measures should reduce the potential for zoonotic transmission in a
laboratory animal facility.

Toxoplasmosis: Toxoplasmosis is caused by the parasitic protozoan Toxoplasma gondii. This parasite is
ubiquitous; as many as 30% of the United States population has had the disease at some time. Most
infections are asymptomatic. Some patients may experience swollen lymph nodes, mild fever, headaches,
and malaise. Serious disease develops in immunocompromised individuals, with involvement of the lungs,
heart, brain, or liver. The pathogen is acquired by eating raw or poorly cooked meat, or by contact with

oocyst-contaminated cat feces. At any given time, approximately 1% of domestic cats are shedding
Toxoplasma oocysts in their feces. Toxoplasma infection can severely damage an unborn child. This can
only occur if the mother acquires an acute infection during pregnancy. The result may be miscarriages,
still births, or various congenital defects.
To prevent Toxop/asma infections, meat should be thoroughly cooked before eating. Cats should
be fed only well cooked meat or commercial cat food. Oocysts require two days in the external
environment before they become infective. Changing the litter box on a daily basis significantly reduces
the risk of transmission. Pregnant women must not be allowed to work with cats in the
laboratory setting . Animal care workers who have been assigned to cleaning cat cages must be
reassigned to other jobs during pregnancy. Workers who are exposed to cats in other ways would do best
to avoid this exposure.
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ATTACHMENT 1

Biosafety Level 2 Procedures
The following standard and special practices, safety equipment, and facilities apply to agents
assigned to Biosafety Level 2 as described by the Centers for Disease Control and Prevention:
A. Standard Microbiological Practices
1.

2.
3.

4.
5.
6.
7.

8.

9.

Access to the laboratory is limited or restricted at the discretion of the laboratory
director (PI/faculty member) when experiments are in progress.
Persons wash their hands after they handle viable materials, after removing gloves, and
before leaving the laboratory.
Eating, drinking, smoking, handling contact lenses, and applying cosmetics are not
permitted in the work areas. Food is stored outside the work area in cabinets or
refrigerators designated for this purpose only.
Mouth pipetting is prohibited; mechanical pipetting devices are used .
Policies for the safe handling of sharps are instituted.
All procedures are performed carefully to minimize the creation of splashes or aerosols.
Work surfaces are decontaminated on completion of work or at the end of the day and
after any spill or splash of viable material with disinfectants that are effective against
the agents of concern.
All cultures, stocks, and other regulated wastes are decontaminated before disposal by
an approved decontamination method such as autoclaving. Materials to be
decontaminated outside of the immediate laboratory are placed in a durable, leakproof
container and closed for transport from the laboratory. Materials to be decontaminated
off-site from the facility are packaged in accordance with applicable local, state, and
federal regulations before removal from the facility.
An insect and rodent control program is in effect.

B. Special Practices
1.

2.

3.

4.

5.

Access to the laboratory is limited or restricted by the laboratory director (PI/faculty
member) when work with infectious agents is in progress. In general, persons who are
at increased risk of acquiring infection, or for whom infection may have serious
consequences, are not allowed in the laboratory or animal rooms. For example,
persons who are immunocompromised or immunosuppressed may be at increased risk
of acquiring infections. The laboratory director (PI/faculty member) has the final
responsibility for assessing each circumstance and determining who may enter or work
in the laboratory or animal room.
The laboratory director (PI/faculty member) establishes policies and procedures
whereby only persons who have been advised of the potential hazards and meet specific
entry requirements (e.g ., immunization) may enter the laboratory .
A biohazard sign must be posted on the entrance to the laboratory when etiologic
agents are in use. Appropriate information to be posted includes the agent(s) in use,
the biosafety level, the required immunizations, the investigator's name and telephone
number, any personal protective equipment that must be worn in the laboratory, and
any procedures required for exiting the laboratory.
Laboratory personnel receive appropriate immunizations or tests for the agents handled
or potentially present in the laboratory (e .g., Hepatitis B vaccine or tuberculosis (TB)
skin testing) .
When appropriate, considering the agent(s) handled, baseline serum samples for
laboratory and other at-risk personnel are collected and stored. Additional serum
specimens may be collected periodically depending on the agents handled or the
function of the facility .

6.

7.

8.

9.

10.

11.

12.

Biosafety procedures are incorporated into standard operating procedures or in a
biosafety manual adopted or prepared specifically for the laboratory by the laboratory
director (PI/fa culty member). Personnel are advised of special hazards and are
requ ired to read and follow instructions on practices and procedures.
The laboratory director (PI/faculty member) ensures that laboratory and support
personnel receive appropriate training on the potential hazards associated with the
work involved , the necessary precautions to prevent exposures, and the exposure
evaluation procedures . Personnel receive annual updates or add itional tra ining as
necessary for procedural or policy changes.
A high degree of precaution must always be taken with any contaminated sharp items,
including needles and syringes, slides, pipettes, capillary tubes, and scalpels .
a. Needles and syringes or other sharp instruments should be restricted in the
laboratory for use only when there is no alternative, such as parenteral injection,
phlebotomy, or aspiration of fluids from laboratory animals and diaphragm bottles.
Plasticware should be substituted for glassware whenever possible.
b. Only needle-locking syringes or disposable syringe-needle un its (i. e., needle is
integral to the syringe) are used fo r injection or aspiration of infectious materials.
Used disposable needles must not be bent, sheared, broken, recapped, removed
from disposable syringes, or otherwise manipulated by hand before disposal;
rather, they must be carefully placed in conven iently located puncture-resistant
containers used for sharps disposal. Non -disposable sharps must be placed in a
hard -walled container for transport to a processing area for decontamination,
preferably by autoclaving.
c. Syringes which re -sheathe the needle, needleless systems, and other safety devices
are used when appropriate.
d. Broken glassware must not be handled directly by hand but must be removed by
mechanical means such as a brush and dustpan, tongs, or forceps. Containers of
contaminated needles, sharp equ ipment, and broken glass are decontaminated
before disposal, according to any local , state, or federal regulations.
Cultures, tissues, specimens of body fluids, or potentially infectious wastes are placed in
a container with a cover that prevents leakage during collection, handling, processing,
storage, transport, or shipping.
Laboratory equipment and work surfaces should be decontaminated with an effective
disinfectant on a routine basis, after work with infectious materials is finished, and
especially after overt spills, splashes, or other contamination by infectious materials.
Contaminated equipment must be decontaminated according to any local, state, or
federal regulations before it is sent for repair or maintenance or packaged for transport
in accordance with applicable local , state, or federal regulations, before removal from
the facility .
Spills and accidents that result in overt exposures to infectious materials are
immediately reported to the laboratory director (PI/faculty member). Med ical
evaluation, surveillance, and treatment are provided as appropriate and written records
are maintained.
Animals not involved in the work being performed are not permitted in the lab.

C. Safety Equipment (Primary Barriers)
1.

Properly maintained biological safety cabinets, preferably Class II, or other appropriate
personal protective equipment or physical containment devices are used whenever:
a.
Procedures with a potential for creating infectious aerosols or splashes are
conducted . These may include centrifuging, grinding , blending , vigorous shaking
or mixing, sonic disruption, opening containers of infectious materials whose
internal pressures may be different from ambient pressures, inoculating animals
intranasally, and harvesting infected t issues from animals or embryonate eggs.

b.

2.

3.

4.

High concentrations or large volumes of infectious agents are used. Such
materials may be centrifuged in the open laboratory if sealed rotor heads or
centrifuge safety cups are used, and if these rotors or safety cups are opened
only in a biological safety cabinet.
Face protection (goggles, mask, face shield or other splatter guard) is used for
anticipated splashes or sprays of infectious or other hazardous materials to the face
when the microorganisms must be manipulated outside the Biological Safety Cabinet
(BSC).
Protective laboratory coats, gowns, smocks, or uniforms designated for lab use are
worn while in the laboratory. This protective clothing is removed and left in the
laboratory before leaving for non-laboratory areas (e.g., cafeteria, library,
administrative offices). All protective clothing is either disposed of in the laboratory or
laundered by the institution; it should never be taken home by personnel.
Gloves are worn when hands may contact potentially infectious materials, contaminated
surfaces or equipment. Wearing two pairs of gloves may be appropriate. Gloves are
disposed of when overtly contaminated, and removed when work with infectious
materials is completed or when the integrity of the glove is compromised. Disposable
gloves are not washed, reused, or used for touching "clean" surfaces (keyboards,
telephones, etc.), and they should not be worn outside the lab. Alternatives to
powdered latex gloves should be ava ilable . Hands are washed following removal of
gloves.

D. Laboratory Facilities (Secondary Barriers)
1.
2.
3.
4.

5.

6.

7.

8.
9.
10.

Provide lockable doors for facilit ies that house restricted agents (as defined in 42 CFR 72.6).
Consider locating new laboratories away from public areas .
Each laboratory contains a sink for hand washing.
The laboratory is designed so that it can be easily cleaned. Carpets and rugs in laboratories
are inappropriate.
Bench tops are impervious to water and are resistant to moderate heat and the organic
solvents, acids, alkalis, and chemicals used to decontaminate the work surfaces and
equipment.
Laboratory furniture is capable of supporting anticipated loading and uses. Spaces between
benches, cabinets, and equ ipment are accessible for cleaning. Chairs and other furniture
used in laboratory work should be covered with a non-fabric material that can be easily
decontaminated.
Install biological safety cabinets in such a manner that fluctuations of the room supply and
exhaust air do not cause the biological safety cabinets to operate outside their parameters
for containment. Locate biological safety cabinets away from doors, from windows that can
be opened, from heavily traveled laboratory areas, and from othe r potentially disruptive
equipment so as to maintain the biological safety cabinets' air flow parameters for
containment.
An eyewash station is readily available.
Illumination is adequate for all activities, avoiding reflections and glare that could impede
vision.
There are no specific ventilation requirements. However, planning of new facilities should
consider mechanical ventilation systems that provide an inward flow of air without
recirculation to spaces outside of the laboratory . If the laboratory has windows that open to
the exterior, they are fitted with fly screens.
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PURPOSE:
'o establish standards and procedures in compliance with applicable Federal regulations regarding the management of
_onflicts of interest and/or conflicts of financial interest in projects with external funding .
Morehead State University must protect the credibility of the University and its investigators and comply with mandated
regulations governing externally funded projects. The University has a clear responsibility to identify, manage, reduce
and/or eliminate conflicts of interest. It is the purpose of these administrative regulations to define such conflicts, identify
those individuals who must report such conflicts, clarify the potential for such conflicts, and delineate the proper
procedures for reviewing and addressing all conflicts of interests.
Procedural References:
BOR, PG-12 (Conflict of Interest)
Other, Federal Regulations: Public Health Services, Department of Health and Human Services and the National Science
Foundation (42 CFR Part 50, Subpart F, 45 CFR Part 94)

SCOPE:
Morehead State University faculty and staff involved in externally funded projects.
These regulations apply to all research and educational activity projects funded through external grants and contracts .

DESCRIPTION (INCLUDE DEFINITIONS):
Background:
Effective August 25, 2011, Federal regulations require Morehead State University to identify, manage, reduce or
eliminate any conflicts of interest that may be presented by a finarn;:ial interest of an investigator of an externally funded
project. Accordingly, Federal agencies require that grant applicants adopt and enforce standards and procedures regarding
conflicts of interests and/or conflicting financial interests. This includes the identification of conflicts of interest, and
further, ensuring that the conflicts of interests of an investigator do not reasonably appear to affect the objectivity of the
funded research or educational activities. Morehead State University is committed to conducting its externally funded
projects, public and private, in compliance with these Federal regulations.
Federal Regulations :
The following Federal regulations provide the basis for the establishment of the standards and procedures regarding the
management of Conflicts of Interest/Financial Disclosure in projects with external funding:
• Responsibility of Applicants for Promoting Objectivity in Research for Which Public Health Service Funding is Sought
and Responsible Prospective Contractors; Final Ru le. Federal Register, August 25, 2011 76 (165) 53256-53293.
• Investigator Financial Disclosure Policy; Notice of Technical Changes, National Science Foundation, Federal Register,
July 11, 1995, 60 (132) 35820-35823.
Definitions: The terms used in these administrative regulations are defined as fo llows:
1. Conflict of Interest - A conflict of interest exists if the reviewer(s) of disclosures determines that a Significant
Financial Interest "could directly and significantly affect the design, conduct, or reporting of research and/or educational
activity projects." Conflict occurs when an investigator's professional decisions could be dete1mined by considerations of
financial gain for themselve~, or their immediate family, or give improper advantage to an associated entity.
2. Associated Entity- any trust, organization, or enterprise (other than the University) over which the investigator, or any
member of the immediate fami ly, exercises a controlling interest.
3. Significant Financial Interest - A financia l interest that reasonably appears to be related to the investigator's
institutional responsibilities, and;
A. if with a publicly traded entity, the aggregate value of any salary or other payments for services received during the
12-month period preceding the disclosure, and the value of any equity interest during the 12-month period preceding or
as of the date of disclosure, exceeds $5,000; or services received during the 12-month period preceding the disclosure
exceeds $5,000, or;
B. if with a non-publicly traded entity, the aggregate value of any salary or other payments for services received during
the 12-month period preceding the disclosure exceeds $5,000, or;
C. if with a non-pub licly traded entity, is an equity interest of any va lue during the 12-month period preceding or as of
the date of disclosure, or;
D. is income exceeding $5,000 related to intellectual property rights and interests not reimbursed through the institution,
or;
E. is reimbursed or sponsored travel related to their institutional responsibilities. This includes travel that is paid on
behalf of the investigator as well as travel that is reimbursed, even if the exact monetary value is not readily availab le. It
excludes travel reimbursed or sponsored by US Federal, state, or local governmental agenc ies, US institutions of higher
education, research institutes affiliated with institutions of higher education , academic teaching hospita ls, and
medical centers.
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DESCRIPTION (CONTINUED ):
This term does not include:
A. salary, royalties, or other remuneration from the institution;
B. income from the authorship of academic or scholarly works;
C. income from seminars, lectures, or teaching engagements sponsored by or from advisory committees or review
panels for U.S. Federal, state or local governmental agencies; U.S. institutions of higher education; research
institutes affi liated with institutions of higher education, academic teaching hospitals, and medical centers; or
D. equity interests or income from investment vehicles, such as mutual funds and retirement accounts, so long as the
Investigator does not directly control the investment decisions made in these vehicles.
E. Small Business Innovation Research (SBIR) Program and Small Business Technology Transfer (STTR) Program
Phase I applications.
4. Investigator - Principal investigator/project director, co-principal investigator, co-proj ect director, or any other person,
including sub grantees or subcontractors, responsible for the design, conduct, or reporting of research or educational
activities funded by any external agency.
5. Immediate Family - The investigator's spouse, and/or dependent children.
6. Negative Disclosure - Refers to the Investigator Financial Disclosure Form (available in the Office of Research and
Sponsored Programs) that, after review, indicates no conflict of interest on the part of the investigator.
7. Positive Disclosure - Refers to the Investigator Financial Disclosure Form (available in the Office of Research and
Sponsored Programs) that, after review, indicates there is either enough evidence, or enough doubt, to require further
review by a University Conflict oflnterest Review Committee.
8. Conflict oflnterest (COI) Review Committee - In accordance with the University Committee structure, the COi
.eview Committee serves in an advisory capacity and makes recommendations to the Associate Provost for Research,
•ho makes the final decision.
The committee will review all positive conflict of interest disclosures for the purpose of managing, reducing, or
eliminating potential conflicts of interest. Voting membership of the committee shall consist of one faculty member from
each college, a professional librarian, and one staff member from the Division of Academic Affairs, appointed by the
President and the Director of Research Integrity & Compliance. The Chair of the Conflict of Interest Review Committee
shall be the Director of Research Integrity & Compliance. University Counci l will be available to advise the committee
on an as needed basis. A majority of the committee will constitute a quorum and the chair will vote only in the case of a
tie.
Investigators dissatisfied with the recommendations of the COI Review Committee may appeal in writing to the
Associate Provost for Research, who will confer with the investigator and the COI Review Committee to the extent
necessary to render a decision in compliance with the Federal regulations governing conflicts of interest. The decision of
the Associate Provost for Research will be final.
9. Office of Record - The University office des ignated to maintain files, actions, and records pertaining to the Investigator
Financial Disclosure Form completed by an investigator. Records, including the Investigator Financial Disclosure Form
and any subsequent actions taken to resolve conflicts of interest, must be kept on file for three (3) years from the date of
submission of the final expenditure report of a sponsored award, or unti l the resolution of any government actions
involving those records, whichever is longer. The Office of Research and Sponsored Programs will be the Office of
Record.
10. Confidentiality of Records - To the extent permitted by law, the Office of Record will maintain the confidentiality of
all records of financia l interests.

_l. Conflict oflnterest Plan - A plan developed by the COI Review Committee, in cooperation with the investigator, for
resolution of an identified conflict of interest.

DESCRIPTION (CONTINUED):
12. Designated Institutional Official - An official designated by the University to solicit and review financial disclosures
from each investigator to identify conflicting interests and take such actions necessary to insure that such conflicting
interests will be managed, reduced, or eliminated . The Director of Research Integrity & Compliance is the designated
institutional official.
Disclosure and Review:
In those instances where the University is engaged in, or intends to engage in an externally funded project or has
subcontracted or intends to subcontract with an external agency, a conflict of interest may occur if the investigator's
affiliation with the external agency specifically meets any of the following criteria:
1. The investigator is an officer, director, partner, trustee, employee, advisory board member, or agent of the external
agency funding a project in which the investigator is participating in any capacity.
2. The investigator has an equity interest that, when aggregated, is more than $5,000 or is more than a 5 percent
ownership interest in any single entity.
3. The investigator derives income or other payments during the 12-month period preceding or as of the date of
disclosure, exceeds $5,000; or services received during the 12-month period preceding the disclosure exceeds $5,000.
4. The investigator's immediate family meets any of the criteria outlined in 1-3 above.

It is the responsibility of those investigators of Morehead State University, either full- or part-time facu lty or staff, who
will be participating in an externally funded project covered by these administrative regulations, to initiate the disclosure
process through the Office of Research and Sponsored Programs via an Investigator Financial Disclosure Form annually
indicating whether or not they have external affiliations which could constitute a conflict of interest as addressed in the
above criteria. Employees will not have access to expend any funds from their externally sponsored accounts until they
have completed an Investigator Financial Disclosure Form.
The disclosure procedures include the following steps:

1. The investigator completes and submits the Investigator Financial Disclosure Form annually.
2. The Investigator Financial Disclosure Form will provide evidence to support a Negative Disclosure (reveals no
financial conflict) or a Positive Disclosure (requires additional review by the Conflict oflnterest Review Committee) .
3. Negative Disclosures wi ll be filed in the Office of Record (Office of Research and Sponsored Programs) .
4. The COI Review Committee will review Positive Disclosures. The commi ttee will be guided by the following
practices and apply them as necessary:
A. Assure adherence to all relevant governmental and institutional policies and regulations.
B. Consider the nature, and extent, of the financial interest in the relationship between the investigator and the external
agency.
C. Obtain additional information from the investigator as may be necessary in resolving conflicts.
When a positive disclosure necessitates a COi Review Committee meeting, the committee will convene and review cases.
Upon completion of its review, the COi Review Committee will recommend one of the following actions to the Associate
Provost for Research:
A . Approval of the investigator Financial Disclosure Form.
B. Approval of the Investigator Financial Disclosure Fonn subject to modifications which might be imposed to
manage, to reduce, or eliminate conflicts of interest.
C. Disapproval of the Investigator Financial Disclosure Form as revealing an unresolvable conflict of interest.
When any of the above-mentioned options are exercised, the Associate Provost for Research will advise the investigator
and the funding agency.

If an investigator's financial situation changes in terms of new reportable Significant Financial Interests after the
submission of an Investigator Financial Disclosure Form, it is the responsibility of that investigator to update his/her
situation by immediately submitting a new Investigator Financial Disclosure Form to the Director of Research Integrity
Compliance. In the case of multi-year funding, a review of an investigator's situation must take place annually.

L _

DESCRIPTION (CONTINU ED ):
Violations of Regulations:
lny violations of these administrative regulations, such as willful concealment of financial interest by an investigator,
1ay result in sanctions being imposed upon the investigator. The COi Review Committee will review any alleged
violations brought to its attention. The Committee will recommend sanctions to the Associate Provost for Research. The
fina l decision regarding sanctions to be imposed will be made by the Provost and adhere to Morehead State University
policies.
The failure of an investigator to comply with the conflict of interest reporting regulations of Morehead State University
will potentially bias the objectivity of the design, conduct, or reporting of the externally funded research, or educational
activity. A violation of this regulation is grounds for disciplining the investigator. Sanctions may include: involuntary
termination of employment; non-renewal of appointment; suspension; letter of admonition; or public disaffirmation of the
research. Any disciplinary actions taken will adhere to institutional Human Resources policies and procedures. The
University will promptly notify the external funding agency of the corrective action taken. This notification will be the
responsibility of the Director of Research Integrity & Compliance.
Funding Agency Requirements:
Some funding agencies, particularly governmental agencies, may have requirements that differ from these administrative
regulations with regard to the timing and/or frequency of disc losures and other provisions. When differences occur, the
funding agency's requiremen:s shall prevail.
Prior to the University's expenditure of any funds under an award, grant or contract, the Director of Research Integrity &
Compliance will report to the relevant funding agency the existence of a conflicting interest (but not the nature of the
interest or other details) founj by the University and assure that the interest has been managed, reduced, or eliminated;
and, for any interest that the University identifies as conflicting subsequent to the University's initial report under the
award, the report will be made and the conflicting interest managed, reduced, or eliminated, at least on an interim basis,
within sixty (60) days of that identification .
.ecords:
In accordance with Federal regulations, Morehead State University will maintain records of all financial disclosures and
of all actions taken to resolve conflicts for at least three years from the date of submission of the final expenditure repo1t
or the resolutions of any civil, government, or University action involving those records. The Office of Research and
Sponsored Programs will be the Office of Record.
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PURPOSE:
To establish standards and procedures in compli ance with applicab le Federal regulations regard ing the management of
conflicts of interest and/or confl icts of fina ncial interest in projects with externa l funding.
Morehead State University must protect the credib ility of the University and its investi gators and comply with mandated
regulations governing externally funded projects. The University has a clear responsibility to identi fy , manage, reduce
and/or eliminate conflicts of interest. It is the purpose of these administrative regulations to define such conflicts, identify
those indiv iduals who must report such conflicts, clarify the potential for such confl icts, and delinea te the proper
procedures for reviewing and addressing all conflicts of interests .
Procedural References:
BOR, PG-12 (Conflict oflnterest)
Other, Federal Regulations: Public Health Services, Department of Health and Human Services and the National Science
Foundation (42 CFR Part 50, Subpart F, 45 CFR Part 94)

SCOPE:
Morehead State University fac ulty and staff invo lved in externa lly funded proj ects.
These regulations apply to all research and educational activity proj ects fu nded through external grants and contracts.

DESCRIPTION (INCLUDE DEFINITIONS):
Background :
Effective August 25 , 2011, Federal regulations require Morehead State University to identify, manage, reduce or
eliminate any conflicts of interest that may be presented by a financial interest of an investigator of an externally funded
project. Accordingly, Federal agencies require that grant applicants adopt and enforce standards and procedures regarding
conflicts of interests and/or conflicting financia l interests. This includes the identification of conflicts of interest, and
further, ensuring that the conflicts of interests of an investigator do not reasonably appear to affect the objectivity of the
funded research or educational activities. Morehead State University is committed to conducting its externally funded
projects, public and private , in compliance with these Federal regulations.
Federal Regulations:
The following Federal regulations provide the basis for the establishment of the standards and procedures regarding the
management of Conflicts oflnterest/Financial Disclosure in projects with external funding:
• Responsibility of Applicants for Promoting Objecti vity in Research for Which Public Health Service Funding is Sought
and Responsible Prospective Contractors; Fina l Ru le. Federal Register, August 25, 2011 76 (165) 53256-53293.
• Investigator Financial Disclosure Policy; otice of Technical Changes, National Science Foundation, Federal Register,
July 11, 1995, 60 (132) 35820-35823 .
Definitions : The terms used in these administrative regulations are defined as follows :
1. Conflict of Interest - A conflict of interest exists if the reviewer(s) of disclosures detennines that a Significant
Financial Interest "could directly and significantly affect the design , conduct, or reporting of research and/or educational
activity projects." Conflict occurs when an investigator's professional decisions could be determined by considerations of
financial gain for themselves , or their immediate family, or give improper advantage to an associated entity.
2. Associated Entity - any trust, organization, or enterprise (other than the University) over which the investigator, or any
member of the immediate family, exercises a controlling interest.
3. Significant Financial Interest - A financial interest that reasonably appears to be related to the investigator's
institutional responsibilities, and;
A. if with a publicly traded entity, the aggregate va lue of any salary or other payments for services received during the
12-month period preceding the disclosure, and the value of any equity interest during the 12-month period
preceding or as of the date of disclosure, exceeds 5,000; or services received during the 12-month period
preceding the disclosure exceeds 5,000, or;
B. if with a non-publicly traded entity, the aggregate value of any salary or other payments for services recei ved
during the 12-month period preceding the disclosure exceeds $5,000, or;
C. if with a non-publicly traded entity, is an equity interest of any value during the l 2-month period preceding or as of
the date of disclosure, or;
D. is income exceeding $5 ,000 related to intellectual property rights and interests not reimbursed through the
institution, or;
E. is reimbursed or sponsored travel related to their institutional responsibilities. This includes travel that is pai d on
behalf of the investigator as well as trave l that is reimbursed, even if the exact monetary value is not readi ly
available. It excludes trave l reimbursed or sponsored by US Federal, state, or local governmental agencies , US
institutions of higher education, research institutes affiliated with institutions of higher education, academic
teaching hospitals, and medical centers.
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DESCRIPTION (CONTINUED):
This term does not include:
A. salary, royalties, or other remuneration from the institution;
B. income from the authorship of academic or schol arly works;
C. income from seminars, lectures, or teaching engagements sponsored by or from advisory committees or review
panels for U .S. Federal, state or local governmental agencies; U.S. institutions of higher education; research
institutes affiliated with institutions of higher education, academic teaching hospitals , and medical centers; or
D . equity interests or income from investment vehicles, such as mutual funds and retirement accounts, so long as the
Investigator does not directly control the investment deci sions made in these vehicles.
E. Small Business Innovation Research (SBIR) Program and Small Business Technology Transfer (STTR) Program
Phase I applications.
4 . Investigator_ - Principal investigator/project director, co-principal investigator, co-project director, or any other person,
including sub grantees or subcontractors, responsible for the design, conduct, or reporting of research or educational
activities funded by any external agency.
5. Immediate Family - The investigator's spouse, and/or dependent children.
6. Negative Disclosure - Refers to the Investigator Financial Disc losu re Form (available in the Office of Research and
Sponsored Programs) that, after review, indicates no conflict of interest on the part of the in vestigator.
7. Positive Disclosure - Refers to the Investigator Financial Disclosure Form (available in the Office of Research and
Sponsored Programs) that, after review, indicates there is either enough evidence, or enough doubt, to require further
review by a University Conflict of Interest Review Committee.
8. Conflict oflnterest (COI) Review Committee - In accordance with the University Committee structure, the COi
Review Committee serves in an advisory capacity and makes recommendations to the Associate Vice President for
Research, who makes the final deci sion.
The committee will review all positive conflict of interest di sc losures for the purpose of managing, reducing, or
eliminating potential conflicts of interest. Voting membership of the committee shall consist of one faculty member from
each college, a professional librarian, and one staff member from the Division of Academic Affairs, appointed by the
President and the Director of Research Integrity & Compliance. The Chair of the Conflict of Interest Review Committee
shall be the Director of Research Integrity & Compliance. University Council will be available to advise the committee
on an as needed basis. A majority of the committee will constitute a quorum and the chair will vote only in the case of a
tie.
Investigators dissatisfied with the recommendations of the COi Review Committee may appeal in writing to the
Associate Vice President for Research , who will confer with the investigator and the COI Review Committee to the
extent nece sary to render a decision in compliance with the Federal regu lations governing conflicts of interest. The
decision of the Associate Vice President for Research will be final.
9. Office of Record - The University office designated to maintain files, actions, and records pertaining to the Investigator
Financial Disclosure Form completed by an investigator. Records, including the Investigator Financial Disclosure Form
and any subsequent actions taken to resolve conflicts of interest, must be kept on file for three (3) years from the date of
submission of the final expenditure report of a sponsored award , or until the resolution of any government actions
involving those records, whichever is longer. The Office of Research and Sponsored Programs will be the Office of
Record.
10. Confidentiality of Records -To the extent permitted by law, the Office of Record will maintain the confidentiality of
all records of financial interests.
11. Conflict oflnterest Plan - A plan deve loped by the COI Review Committee, in cooperation with the investigator, for
resolution of an identified conflict of interest.

DESCRIPTION !CONTINUED):
12. Designated Institutional Official - An official de ignated by the University to solicit and review financial disclosures
from each investigator to identify conflicting interest and take such actions necessary to insure that such conflicting
interests will be managed, reduced, or eliminated. The Director of Research Integrity & Compliance is the designated
institutional official.
Disclosure and Review :
In those instances where the University is engaged in, or intends to engage in an externa ll y funded project or ha
subcontracted or intend to subcontract with an external agency, a conflict of interest may occur if the investigator's
affiliation with the external agency specifically meets any of the following criteria:
1. The investigator is an officer, director, partner, trnstee, employee, advisory board member, or agent of the external
agency funding a project in which the investigator is participating in any capacity.
2. The investigator has an equity interest that, when aggregated, is more than $5,000 or is more than a 5 percent
ownership interest in any single entity.
3. The investigator derives income or other payments during the 12-month period preceding or as of the date of
disclosure, exceeds $5,000; or services received during the 12-month period preceding the disclosure exceeds $5 ,000.
4. The investigator's immediate family meets any of the criteria outlined in 1-3 above.

It is the responsibility of those investigators of Morehead State University, either full- or part-time faculty or staff, who
will be participating in an externally funded project covered by these admini strative regulations, to initiate the disclosure
process through the Office of Research and Sponsored Programs via an Investigator Financia l Disclosure Form annually
indicating whether or not they have external affiliations which could constitute a conflict of interest as addressed in the
above criteria. Employees will not have access to expend any funds from their externally sponsored accounts until they
have completed an Investigator Financial Disclosure Fonn.
The disclosure procedures include the following steps :

I. The investigator completes and submits the Investigator Financial Disclosure Form annually .
2. The Investigator Financial Disclosure Form will provide evidence to support a egative Disclosure (reveals no
financial conflict) or a Positive Disclosure (requires add itional review by the Conflict oflnterest Review Committee).
3. Negative Disclosures will be filed in the Office of Record (Office of Research and Sponsored Programs).
4. The COI Review Committee will review Positive Disclosures. The committee will be g uided by the following
practices and apply them as necessary:
A. Assure adherence to all relevant governmenta l and instih1tional policies and regulations .
B. Consider the nature, and extent, of the fi nancial interest in the relationship between the investigator and the external
agency .
C. Obtain additional information from the investigator as may be necessary in resolving conflicts.
When a positive disclosure necessitates a COI Review Committee meeting, the committee will convene and review cases.
Upon completion of its review, the COI Review Committee will recommend one of the following actions to the Assoc iate
Vice President for Research:
A. Approval of the investigator Financial Disclosure Form.
B. Approva l of the Investigator Financial Disclosure Form subject to modifications which might be imposed to
manage, to reduce, or eliminate conflicts of interest.
C . Disapproval of the Investigator Financial Disclosure Form as revealing an unresolvable conflict of interest.
When any of the above-mentioned options are exercised , the Associate Vice President for Research will advise the
investigator and the funding agency.
If an investigator's financial s ituation changes in terms of new reportable Significant Financia l Interests after the
submission of an Investigator Financial Disclosure Form, it is the responsibility of that investigator to update his/her
situation by immediately subm itting a new Investigator Financial Disclosure Form to the Director of Research Integrity &
Compliance. In the case of multi-year funding, a review of an investigator's sihiation must take place annually.
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DESCRIPTION (CONTINUED):
Violations of Regulations:
Any violations of these administrative regulations, such as wil lful concealment of financial interest by an investigator,
may result in sanctions being imposed upon the investigator. The COi Review Comm ittee wi ll review any alleged
violations brought to its attention. The Co mm ittee w ill recommend sanctions to the Associate Vice President for
Research. The final decision regarding sanctions to be imposed wi ll be made by the Provost and adhere to Morehead
State University policies.
The failure of an investigator to comp ly with the contl ict of interest reporting regulations of Morehead State Univers ity
will potentially bias the obj ectivity of the design, conduct, or reportin g of the externally fund ed research, or educational
activity. A violati on of this regulation is grounds for discip lining the investi gator. Sanctions may inc lude: involuntary
termination of employment; non-renewal of appointment; suspens ion; letter of admoni tion; or public disaffirmation of the
research. Any disciplinary actions taken will adhere to institutional Human Resources po licies and procedures. The
University wil l promptly notify the externa l funding agency of the correcti ve action taken. This notification wi ll be the
responsibility of the Director of Research Integrity & Comp li ance .
Funding Agency Requirements:
Some funding agencies, particularly governmental agencies, may have requirements that diffe r from these adm in istrative
regulations with regard to the timing and/or frequency of disclosures and other provisions. When differences occur, the
fu nding agency's requirements shall prevail.
Prior to the Un iversity's expenditu re of any funds under an awa rd, grant or contract, the Director of Research In tegrity &
Compliance will repo1t to the relevant funding agency the existence of a conflicting interest (but not the nature of the
interest or other details) found by the University and assure that the in terest has been managed, reduced, or eliminated;
and, for any interest that the Univers ity identifies as confl icting subsequent to the University's initial report under the
award, the report wi ll be made and the conflicting interest managed, reduced, or elim inated, at least on an interim basis,
within sixty (60) days of that identifi cation.
Records :
In accordance with Federal regulations , Morehead State University will maintain records of all financia l disclosures and
of all actions taken to resolve conflicts fo r at least three years from the date of submiss ion of the final expenditure report
or the resolutions of any civil, government, or University action invo lving those records . The Office of Research and
Sponsored Programs wi ll be the Office of Record .
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119.03
Conflicts of Interest/Financial Disclosures in Projects with External Funding
Provost and Vice President for Academic Affairs
09/27/1995
03/01/2017
To establish standards and procedures in compliance with applicable Federal
regulations regarding the management of conflicts of interest and/or
conflicts of financial interest in projects with external funding .
BOR, PG -12 (Conflict of Interest)
Other, Federal Regulat io ns : Public Health Services, Department of Health and
Human Services and the National Science Foundation (42 CFR Part 50,
Subpart F, 45 CFR Part 94)
Morehead State Unive rsity faculty and staff involved in externally funded
projects .

UAR?):
Description:

Background: Effective August 25, 2011, Federal regulations require
Morehead State University to identify, manage, reduce or eliminate any

conflicts of interest that may be presented by a financial interest of an
investigator of an externally funded project. Accordingly, Federal agencies
require that grant applicants adopt and enforce standards and procedures
regarding conflicts of interests an d/or conflict ing financial interests. This
includes the identification of conflicts of interest, and further, ensuring that
the conflicts of interests of an investigator do not reasonably appear to
affect the objectivity of the funded research or educational activities.
Morehead State University is committed to conducting its externa lly funded
projects, public and private, in compliance with these Federal regulations .
Federal Regulations: The fo ll owing Federal regulations provide the bas is for
the establishment of the standards and procedures regarding the
management of Conflicts of Interest/Financial Disclosure in projects with
external funding:

•

•

Responsibility of Applicants for Promoting Objectivity in Research for
Which Public Health Service Funding is Sought and Responsible
Prospective Contractors; Fin al Rule . Federal Register, August 25, 2011

76 (165) 53256-53293.
Investigator Financial Disclosure Po licy; Notice of Technical Changes,
National Science Foundation, Federal Register, July 11, 1995, 60 (132)
35820-35823 .

Purpose: Morehead State University must protect the credibility of the

Univers ity and its investigators and comply with mandated regulations

governing externally funded projects. The University has a clear
responsibility to identify, manage, reduce and/or eliminate conflicts of
interest. It is the purpose of these administrative regulations to define such
conflicts, identify those individuals who must report such conflicts, clarify the
potential for such conflicts, and delineate the proper procedures for
reviewing and addressing all conflicts of interests. These regulations apply to
all research and educational activity projects funded through external grants
and contracts.
Definitions: The terms used in these administrative regulations are defined
as follows :
1. Conflict of Interest - A conflict of interest exists if the reviewer(s) of
disclosures determines that a Significant Financial Interest "could
directly and significantly affect the design, conduct, or reporting of
research and/or educational activity projects." Conflict occurs when
an investigator's professional decisions could be determined by
considerations of financial gain for themselves, or their immediate
family, or give improper advantage to an associated entity.
2. Associated Entity - any trust, organization, or enterprise (other than
the Unive rsity) over which the investigator, or any member of the
immediate family, exercises a controlling interest.
3. Significant Financial Interest -A financial interest that reasonably
appears to be related to the investigator's institutional
respons ib ilities, and;
A. if with a publicly traded entity, the aggregate value of any salary
or other payments for services received during the 12-month
period preceding the disclosure, and the value of any equity
interest during the 12-month period preceding or as of the date
of disclosure, exceeds $5,000; or services received during the 12month period preceding the disclosure exceeds $5,000, or;
B. if with a non-publicly traded entity, the aggregate value of any
salary or other payments for services received during the 12month period preceding the disclosure exceeds $5,000, or;
C. if with a non-publicly traded entity, is an equity interest of any
value during the 12-month period preceding or as of the date of
disclosure, or;
D. is income exceeding $5,000 related to intellectual property rights
and interests not reimbursed through the instit ution, or;
E. is reimbursed or sponsored travel related to their institutional
responsibilities . Th is includes travel that is paid on behalf of the
investigator as well as travel that is reimbursed, even if the exact
monetary value is not readily available . It excludes travel
reimbursed or sponsored by US Federal, state, or local

governmental agencies, US institutions of higher education,
research institutes affiliated with institutions of higher education,
academic teaching hospitals, and medical centers.
This term does not include :
A. salary, royalties, or other remuneration from the institution;
B. income from the authorship of academic or scholarly works;
C. income from seminars, lectures, or teaching engagements
sponsored by or from advisory committees or review panels for
U.S. Federal, state or local governmental agencies; U.S.
institutions of higher education; research institutes affiliated
with institutions of higher education, academic teaching
hospitals, and medical centers; or
D. equity interests or income from investment vehicles, such as
mutual funds and retirement accounts, so long as the
Investigator does not directly control the investment decisions
made in these vehicles .
E. Small Business Innovation Research {SBIR) Program and Small
Business Technology Transfer {STTR) Program Phase I
applications.
4. Investigator - Principal investigator/project director, co-principal
investigator, co-project director, or any other person, including sub
grantees or subcontractors, responsible for the design, conduct, or
reporting of research or educational activities funded by any external
agency.
5. Immediate Family - The investigator's spouse, and/or dependent
children.
6. Negative Disclosure - Refers to the Investigator Financial Disclosure
Form (available in the Office of Research and Sponsored Programs)
that, after review, indicates no conflict of interest on the part of the
investigator.
7. Positive Disclosure - Refers to the Investigator Financial Disclosure
Form (available in the Office of Research and Sponsored Programs)
that, after review, indicates there is either enough evidence, or
enough doubt, to require further review by a University Conflict of
Interest Review Committee .
8. Conflict of Interest (COi) Review Committee - In accordance with the
University Committee structure, the COi Review Committee serves in
an advisory capacity and makes recommendations to the Associate
Vice President for Research, who makes the fina l decision.

The committee will review all positive conflict of interest disclosures
for the purpose of managing, reducing, or eliminating potential
conflicts of interest. Voting membership of the committee shall
consist of one faculty member from each college, a professional
librarian, and one staff member from the Division of Academic
Affairs, appointed by the President and the Director of Research
Integrity & Compliance. The Chair of the Conflict of Interest Review
Committee shall be the Director of Research Integrity & Compliance.
University Council will be available to advise the committee on an as
needed basis . A majority of the committee will constitute a quorum
and the chair will vote only in the case of a tie .
Investigators dissatisfied with the recommendations of the COi
Review Committee may appeal in writing to the Associate Vice
President for Research, who will confer with the investigator and the
COi Review Committee to the extent necessary to render a decision
in compliance with the Federal regulations governing conflicts of
interest. The decision of the Associate Vice President for Research
will be final.
9. Office of Record - The University office designated to maintain files,
actions, and records pertaining to the Investigator Financial
Disclosure Form completed by an investigator. Records, including the
Investigator Financial Disclosure Form and any subsequent actions
taken to resolve conflicts of interest, must be kept on file for three (3)
years from the date of submission of the final expenditure report of a
sponsored award, or until the resolution of any government actions
involving those records, whichever is longer. The Office of Research
and Sponsored Programs will be the Office of Record.
10. Confidentiality of Records - To the extent permitted by law, the
Office of Record will maintain the confidentiality of all records of
financial interests.
11. Conflict of Interest Plan - A plan developed by the COi Review
Committee, in cooperation with the investigator, for resolution of an
identified conflict of interest.
12. Designated Institutional Official - An official designated by the
University to solicit and review financial disclosures from each
investigator to identify conflicting interests and take such actions
necessary to insure that such conflicting interests will be managed,
reduced, or eliminated . The Director of Research Integrity &
Compliance is the designated institutional official.
Disclosure and Review: In those instances where the University is engaged
in , or intends to engage in an externally funded project or has subcontracted

or intends to subcontract with an external agency, a conflict of interest may
occur if the investigator's affiliation with the external agency specifically
meets any of the following criteria:
1. The investigator is an officer, director, partner, trustee, employee,
advisory board member, or agent of the external agency funding a
project in which the investigator is participating in any capacity.
2. The investigator has an equity interest that, when aggregated, is
more than $5,000 or is more than a 5 percent ownership interest in
any single entity.
3. The investigator derives income or other payments during the 12month period preceding or as of the date of disclosure, exceeds
$5,000; or services received during the 12-month period preceding
the disclosure exceeds $5,000.
4 . The investigator's immediate family meets any of the criteria outlined
in 1-3 above .
It is the responsib ility of those investigators of Morehead State University,
either full - or part-time faculty or staff, who w ill be participating in an
externally funded project covered by these administrative regulations, to
initiate the disclosure process through the Office of Research and Sponsored
Programs via an Investigator Financial Disclosure Form at the time of
proposal submission indicating whether or not they have external affiliations
which could constitute a conflict of interest as addressed in the above
criteria.
The disclosure procedures include the following steps :
1. The invest igator completes and routes the Investigator Financial
Disclosure Form as part of the University's normal internal proposal
review and routing process, which occurs approximately two weeks
prior to proposal submission .
2. The Investigator Financial Disclosure Form will provide evidence to
support a Negative Disclosure (reveals no financial conflict) or a
Positive Disclosure (requires additional review by the Conflict of
Interest Review Committee) .
3. Negative Disclosures will be filed in the Office of Record (Office of
Research and Sponsored Programs).
4. The CO i Review Committee will review Positive Disclosures . The
committee will be guided by the following practices and apply them
as necessary:
A. Assure adherence to all relevant governmental and institutional
po licies and regu lations .
B. Consider the nature, and extent, of the financial interest in the
relationship between the investigator and the external agency.

C.

Obtain additional information from the investigator as may be
necessa ry in resolving conflicts.

When a positive disclosure necessitates a COi Review Committee meeting,
the committee will convene and review cases . Upon completion of its
review, the COi Review Committee will recommend one of the following
actions to the Associate Vice President for Research:
A. Approval of the investigator Financial Disclosure Form .
B. Approval of the Investigator Financial Disclosure Form subject to
modifications which might be imposed to manage, to reduce, or
elim in ate conflicts of interest.
C. Disapproval of the Investigator Financial Disclosure Form as
reveal ing an unresolvable conflict of interest.
When any of the above-mentioned options are exercised, the Associate Vice
President for Research will advise the investigator and the funding agency.
If an investigator's financial situation changes in terms of new reportable
Significant Financial Interests after the submission of an Investigator
Financial Disclosure Form, it is the responsibility of that investigator to
update his/her situation by immediately submitting a new Investigator
Financial Disclosure Form to the Director of Research Integrity & Compliance .
In the case of multi-year funding, a review of an investigator's situation must
take place annually.
Violations of Regulations: Any violations of these administrative regulations,
such as willful concealment of financial interest by an investigator, may
result in sanctions being imposed upon the investigator. The COi Review
Committee will review any alleged violations brought to its attention. The
Committee will recommend sanctions to the Associate Vice President for
Research. The final decision regarding sanctions to be imposed will be made
by the Provost and adhere to Morehead State University policies.

The failure of an investigator to comply with the conflict of interest reporting
regulations of Morehead State University will potentially bias the objectivity
of the design, conduct, or reporting of the externally funded research, or
educational activity. A violation of this regulation is grounds for disciplining
the investigator. Sanctions may include: involuntary termination of
employment; non-renewal of appointment; suspension; letter of
admonition ; or public disaffirmation of the research. Any disciplinary actions
taken will adhere to institutional Human Resources policies and procedures .
The University will promptly notify the external funding agency of the

corrective action taken. This notification will be the responsibility of the
Director of Research Integrity & Compliance.
Funding Agency Requirements: Some funding agencies, particularly
governmental agencies, may have requirements that differ from these
administrative regulations with regard to the timing and/or frequency of
disclosures and other provisions . When differences occur, the funding
agency's requirements shall prevail.

Prior to the University's expenditure of any funds under an award, grant or
contract, the Director of Research Integrity & Compliance will report to the
relevant funding agency the existence of a conflicting interest (but not the
nature of the interest or other details) found by the University and assure
that the interest has been managed, reduced, or eliminated; and , for any
interest that the University identifies as conflicting subsequent to the
University's initial report under the award, the report will be made and the
conflicting interest managed, reduced, or eliminated, at least on an interim
basis, within sixty (60) days of that identificat ion .
Records: In accordance with Federal regulations, Morehead State University

will maintain records of all financial disclosures and of all actions taken to
resolve conflicts for at least three years from the date of submission of the
final expenditure report or the resolutions of any civil, government, or
University action involving those records. The Office of Research and
Sponsored Programs w ill be the Office of Record.
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119.02
Conflicts of Interest/Financial Disclosures in Projects with
External Funding
Provost and Vice President for Academic Affairs

09/27/1995
03/26/2010
To establish standards and procedures in compliance with applicable
Federal regulations regarding the management of conflicts of interest
and/or conflicts of financial interest in projects with external funding.
BOR , PG-12 (Conflict of Interest)
Other, Federal Regulations: Public Health Services, Department of
Health and Human Services and the National Science Foundation (42
CFR Part 94)
Morehead State University faculty and staff involved in externally
funded projects.
Background: Effective October 1, 1995, Federal regulations require
Morehead State University to identify, manage, reduce, or eliminate
any conflicts of interest that may be presented by a financial interest of
an investigator of an externally funded project. Accordingly, Federal
agencies require that grant applicants adopt and enforce standards
and procedures regarding conflicts of interests and/or conflicting
financial interests. This includes the identification of conflicts of
interest, and further, ensuring that the conflicts of interests of an
investigator do not reasonably appear to affect the objectivity of the
funded research or educational activities . Morehead State University is
committed to conducting its externally funded projects, public and
private, in compliance with these Federal regulations .
Federal Regulations: The following Federal regulations provide the
basis for the establishment of the standards and procedures regarding
the management of Conflicts of Interest/Financial Disclosure in
projects with external funding .
Objectivity in Research; Final Rule, Department of Health and Human
Services, Public Health Service, Federal Register, July 11, 1995, 60
(132) 35810-35819.
Investigator Financial Disclosure Policy; Notice of Technical Changes,
National Science Foundation, Federal Register, July 11, 1995, 60
(132) 35820-35823
Purpose: Morehead State University must protect the credibility of the
University and its investigators and comply with mandated regulations
governing externally funded projects. The University has a clear
responsibility to identify, manage, reduce and/or eliminate conflicts of

interest. It is the purpose of these administrative regulations to define
such conflicts , identify those individuals who must report such conflicts ,
clarify the potential for such conflicts , and delineate the proper
procedures for reviewing and addressing all conflicts of interests.
These regulations apply to all research and educational activity
projects funded through external grants and contracts .
Definitions: The terms used in these administrative regulations are
defined as follows :

1. Conflict of Interest - A conflict of interest exists if the
reviewer(s) of disclosures determines that a Significant
Financial Interest "could directly and significantly affect the
design , conduct, or reporting of research and/or educational
activity projects ." Conflict occurs when an investigator's
professional decisions could be determined by considerations of
financial gain for themselves , or their immediate family, or give
improper advantage to an associated entity.
2. Associated Entity - any trust, organization , or enterprise (other
than the University) over which the investigator, or any member
of the immediate family, exercises a controlling interest.
3. Significant Financial Interest - Anything of monetary value,
including , but not limited to:
A. Salary or other payments for services (e.g., consulting fees
or honoraria);
B. Equity interests (e .g., stocks, stock options or other
ownership interests) ;
C. Intellectual property rights (e.g., patents , copyrights, and
royalties from such rights) .
This term does not include:
A. Salary, royalties or other remuneration from the institution;
B. Any ownership interest in a business enterprise which is an
applicant under the Small Business Innovation Research
Program or the Small Business Technology Transfer
Program ;
C. Income from seminars, lectures, or teaching engagements
sponsored by public or nonprofit entities;
D. Income from service on advisory committees or review
panels for public or nonprofit entities;
E. An equity interest that, when aggregated for the investigator
and the investigator's immediate family, does not exceed
$10,000 in value or does not represent more than a 5
percent ownership interest; or
F. Salary, royalties , or other payments that, when aggregated

for the investigator and the investigator's immediate family,
are not expected to exceed $10,000 during the next 12month period .

4. Investigator - Principal investigator/project director, co-principal
investigator, co-project director, or any other person , including
sub grantees or subcontractors , responsible for the design,
conduct, or reporting of research or educational activities
funded by any external agency.
5. Immediate Family - The investigator's spouse , and/or
dependent children.
6. Negative Disclosure - Refers to Financial Disclosure Form
(available in the Office of Research and Sponsored Programs)
that, after review, indicates no conflict of interest on the part of
the investigator.
7. Positive Disclosure - Refers to Financial Disclosure Form
(available in the Office of Research and Sponsored Programs)
that, after review, indicates there is either enough evidence, or
enough doubt, to require further review by a University Conflict
of Interest Review Committee.
8. Conflict of Interest Review Committee - In accordance with
the University committee structure, the Conflict of Interest
Review Committee is an advisory committee and makes
recommendations to the Associate Vice President for Research ,
who makes the final decision.
The committee will review all positive conflict of interest
disclosures for the purpose of managing, reducing, or
eliminating potential conflicts of interest. Voting membership of
the committee shall consist of one faculty member from each
college, a professional librarian, and one staff member from the
Division of Academic Affairs, appointed annually by the
President, and the Research Integrity and Compliance Director.
The Chair of the Conflict of Interest Review Committee shall be
the Research Integrity and Compliance Director. The
University's General Counsel will be available to advise the
committee on an as needed basis. A majority of the committee
will constitute a quorum and the chair will vote only in the case
of a tie.
Investigators dissatisfied with the recommendations of the
Conflict of Interest Review Committee may appeal in writing to
the Associate Vice President for Research . The Associate Vice
President for Research will confer with the investigator and the
Conflict of Interest Review Committee to the extent necessary
to render a decision in compliance with the Federal regulations

governing conflicts of interest. The decision of the Associate
Vice President for Research will be final.
9. Office of Record - The University office designated to maintain
files, actions , and records pertaining to the Investigator
Financial Disclosure Form completed by an investigator.
Records , including the Investigator Financial Disclosure Form
and any subsequent actions taken to resolve conflicts of
interest, must be kept on file for three (3) years from the date of
submission of the final expenditure report of a sponsored
award , or until the resolution of any government actions
involving those records , whichever is longer. The Office of
Research and Sponsored Programs will be the Office of
Record .
10. Confidentiality of Records - To the extent permitted by law,
the Office of Record w ill maintain the confidentiality of all
records of financial interests.
11 . Conflict of Interest Plan - A plan developed by the Conflict of
Interest Review Committee, in cooperation with the investigator,
for resolution of an identified conflict of interest.
12. Designated Institutional Official - An official designated by
the University to solicit and review financial disclosures from
each investigator to identify conflicting interests and take such
actions necessary to insure that such conflicting interests will be
managed , reduced , or eliminated . The Director, Research
Integrity & Compliance will be the designated institutional
officia l.

Disclosure and Review: In those instances where the University is
engaged in, or intends to engage in an externally funded project or has
subcontracted or intends to subcontract with an external agency, a
conflict of interest may occur if the investigator's affiliation with the
external agency specifically meets any of the following criteria :
1. The investigator is an officer, director, partner, trustee ,
employee , advisory board member, or agent of the external
agency funding a project in which the investigator is
participating in any capacity.
2. The investigator has an equity interest that, when aggregated, is
more than $10,000 or is more than a 5 percent ownership
interest in any single entity.
3. The investigator derives income or other payments that , when
aggregated for the next 12 months , is expected to be more than
$10 ,000 .

4. The investigator's immediate family meets any of the criteria
outlined in 1-3 above .
It is the responsibility of those investigators of Morehead State
University, either full- or part-time faculty or staff, who will be
participating in an externally funded project covered by these
administrative regulations , to initiate the disclosure process through
the Office of Research and Sponsored Programs via an Investigator
Financial Disclosure Form at the time of proposal submission
indicating whether or not they have external affiliations which could
constitute a conflict of interest as addressed in the above criteria .
The disclosure procedures include the following steps:
1. The investigator completes and routes the Investigator Financial
Disclosure Form as part of the University's normal internal
proposal review and routing process, which occurs
approximately two weeks prior to proposal submission.
2. The Investigator Financial Disclosure Form will provide
evidence to support a Negative Disclosure (reveals no financial
conflict) or a Positive Disclosure (requires additional review by
the Conflict of Interest Review Committee) .
3. Negative Disclosures will be filed in the Office of Record (Office
of Research and Sponsored Programs) .
4. Positive Disclosures will be reviewed by the Conflict of Interest
Review Committee convened by the chair. The committee will
be guided by the following practices and apply them as
necessary:
A. Assure adherence to all relevant governmental and
Un iversity policies and regulations .
B. Consider the nature, and extent, of the financial interest in
the relationship between the investigator and the external
agency.
C. Obtain additional information from the investigator as may
be necessary in resolving conflicts.
Upon completion of its review, the Conflict of Interest Review
Committee will recommend one of the actions to the Associate Vice
President for Research :
A. Approval of the investigator Financial Disclosure Form .
B. Approval of the Investigator Financial Disclosure Form
subject to modifications which might be imposed to manage,
to reduce , or eliminate conflicts of interest.
C. Disapproval of the Investigator Financial Disclosure Form as
revealing an unresolvable conflict of interest.

When any of the above-mentioned options are exercised , the
Associate Vice President for Research will advise the investigator and
the funding agency.
If an investigator's financial situation changes in terms of new
reportable Significant Financial Interests, after the submission of an
Investigator Financial Disclosure Form , it is the responsibility of that
investigator to update his/her situation by immediately submitting a
new Investigator Financial Disclosure Form to the Research Integrity
and Compliance Director. In the case of multi-year funding , a review of
an investigator's situation must take place , annually.
Violations of Regulations: Any violations of these administrative
regulations, such as willful concealment of financial interest by an
investigator, may result in sanctions being imposed upon the
investigator. The Conflict of Interest Review Committee will review any
alleged violations brought to its attention . The Committee will
recommend sanctions to the Associate Vice President for Research .
The final decision regarding sanctions to be imposed will be made by
the Provost and Vice President for Academic Affairs and adhere to
Morehead State University policies .
The failure of an investigator to comply with the conflict of interest
reporting regulations of the University will potentially bias the
objectivity of the design, conduct, or reporting of the externally funded
research , or educational activity. A violation of this regulation is
grounds for disciplining the investigator. Sanctions may include:
involuntary termination of employment; non-renewal of appointment;
suspension ; letter of admonition ; or public disaffirmation of the
research . Any disciplinary actions taken will adhere to University
policies and procedures . The University will promptly notify the
external funding agency of the corrective action taken. This notification
will be the responsibility of the Research Integrity and Compliance
Director.
Funding Agency Requirements: Some funding agencies , particularly
governmental agencies, may have requirements that differ from these
administrative regulations with regard to the timing and/or frequency of
disclosures and other provisions. When differences occur, the funding
agency's requirements shall prevail.
Prior to the University's expenditure of any funds under an award ,
grant or contract, the Research Integrity and Compliance Director will
report to the relevant funding agency the existence of a conflicting
interest (but not the nature of the interest or other details) found by the

University and assure that the interest has been managed, reduced, or
eliminated; and , for any interest that the University identifies as
conflicting subsequent to the University's initial report under the award ,
the report will be made and the conflicting interest managed, reduced ,
or eliminated, at least on an interim basis, within sixty days of that
identification .
Records: In accordance with Federal regulations , Morehead State
University will maintain records of all financial disclosures and of all
actions taken to resolve conflicts for at least three years from the date
of submission of the final expenditure report or the resolutions of any
civil , government, or University action involving those records . The
Office of Research and Sponsored Programs will be the Office of
Record.
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119,01 119.02
Conflicts of Interest/Financial Disclosures in Projects with External Fund ing
Executive Vice President for Academic Affairs
09/27/1995
XX/XX/XXXX
To establish standards and procedures in compliance with applicable Federal
regulations regarding the management of conflicts GR of interest and/or
conflicts of financial interest in projects with external funding.

References For:

BOR, PG -12 {Conflict of Interest)
Other, Federal Regulations : Public Health Services, Department of Health and
Human Services and the National Science Foundation {42 CFR Part 94)

Scope (Who Is
Covered By This

Morehead State University faculty and staff involved in externally funded
projects.

Procedural

UAR?}:
Description:

Background: Effective October 1, 1995, Federal regulations require
Morehead State University to identify, manage, reduce, or eliminate any
conflicts of interest that may be presented by a financial interest of an
investigator of an externally funded project. Accordingly, Federal agencies
require that grant applicants adopt and enforce standards and procedures
regarding conflicts of interests and/or conflicting financial interests. This
includes the identification of conflicts of interest, and further, ensuring that
the conflicts of interests of an investigator do not reasonably appear to
affect the objectivity of the funded research or educational activities.
Morehead State University is committed to conducting its externally funded
projects, public and private, in compliance with these Federal regulations.
Federal Regulations: The following Federal regulations provide the basis for
the establishment of the standards and procedures regarding the
management of Conflicts of Interest/Financial Disclosure in projects with
external funding.

Objectivity in Research; Final Rule, Department of Health and Human
Services, Public Health Service, Federal Register, July 11, 1995, 60 (132)
35810-35819 .
Investigator Financial Disclosure Policy; Notice of Technical Changes,
National Science Foundation, Federal Register, July 11, 1995, 60 (132) 3582035823
Purpose: Morehead State University must protect the credibility of the
University and its investigators and comply with mandated regulations
governing externally funded projects. The University has a clear

responsibility to identify, manage, reduce and/or eliminate conflicts of
interest. Morehead State University has no interest in setting forth detailed
rules and procedures that may interfere with faculty and staff members '
legitimate outside interests; rather, its desire is to protect the credibility of
the University and its investigator(s) 11t'hile complying with mandated
regulations governing e><ternally funded projects. The University has a clear
responsibility to identify, manage, reduce, and/or eliminate conflicts of
interest and/or conflicting interest. It is the purpose of these administrative
regulations to define such conflicts, identify those individuals who must
report such conflicts, clarify the potential for such conflicts, and delineate
the proper procedures for reviewing and addressing all conflicts of interests.
These regulations apply to all research and educational activity projects
funded through external grants and contracts.
Definitions: The terms used in these administrative regulations are defined
as follows :

1. Conflict of Interest - A conflict of interest exists if the reviewer(s) of
disclosures determines that a Significant Financial Interest "could
directly and significantly affect the design, conduct, or reporting of
research and/or educational activity projects." Conflict occurs when
an investigator's professional decisions afe could be determined by
considerations of financial gain for themselves, or their immediate
family, or give improper advantage to an associated entity.
2. Associated Entity- any trust, organization, or enterprise (other than
the University) over which the investigator, or any member of the
immediate family, exercises a controlling interest.
3. Significant Financial Interest - Anything of monetary value, including,
but not limited to:
A. Salary or other payments for services (e .g., consulting fees or
honoraria);
B. Equity interests (e .g., stocks, stock options or other ownership
interests);
C. Intellectual property rights (e.g., patents, copyrights, and royalties
from such rights).
This term does not include :
A. Salary, royalties or other remuneration from the institution;

B. Any ownership interest in a business enterprise which is an
applicant under the Small Business Innovation Research Program
or the Small Business Technology Transfer Program;
C. Income from seminars, lectures, or teaching engagements
sponsored by public or nonprofit entities;

D. Income from service on advisory committees or review panels for
public or nonp rofit entities;
E. An equity interest that, when aggregated for the investigator and
the investigator's immediate family, meets both of the following
test5+ does not exceed $10,000 in value as determined through
reference to public prices or other reasonable measures of fair
market value, ttRG or does not represent more than a 5 percent
ownership interest in any single entity; or
F. Salary, royalties, or other payments that, when aggregated for the
investigator and the investigator's immediate family, are not
expected to exceed $10,000 during the next 12-month period.
4. Investigator - Principal investigator/project director, co-principal
investigator, co-project director, or any other person, including sub
grantees or subcontractors, responsible for the design, conduct, or
reporting of research or educational activities funded by any external
agency.
5. Immediate Family - Principal investigator's/project director's spouse,
co principal investigator's/co project director's spouse and/or
dependent children . he investigator's spouse, and/or dependent
children .
6. Negative Disclosure - Refers to Financial Disclosure Form {available in
the Office of Research, Grants and Contracts Office of Research and
Sponsored Programs) that, after review, indicates no conflict of
interest on the part of the investigator.
7. Positive Disclosure - Refers to Financial Disclosure Form (available in
the Office of Research, Grants and Contracts Office of Research and
Sponsored Programs) that, after review, indicates there is either
enough evidence, or enough doubt, to require further review by a
University Conflict of Interest Review Committee.
8. Conflict of Interest Review Committee - In accordance with the
University committee structure, the Conflict of Interest Review
Committee is an advisory committee recommendatory and makes
recommendations to the Associate Provost, Research & Sponsored
Programs executive Vice President for Academic Affairs and Dean of
Faculty, who makes the final decision.
The committee will review all positive conflict of interest disclosures
for the purpose of managing, reducing, or eliminating potential
conflicts of interest. Voting membership of the committee shall
consist of one faculty member from each college, a professional
librarian, and one staff member from the Division of Academic
Affairs, appointed annually by the President, and the Director of
Research, Grants and Contracts Director, Research Integrity &

Compliance. The Chair of the Conflict of Interest Review Committee
shall be the Director of Research, Grants and Contracts Director,
Research Integrity & Compliance. ifhe University's General Counsel
will be available to advise the committee on an as needed basis. A
majority of the committee will constitute a quorum and the chair will
vote only in the case of a tie.
Appeals Process: Investigators dissatisfied with the recommendations
of the Conflict of Interest Review Committee may appeal in writing to
the Executii.«e Vice President for Academic Affairs and Dean of Faculty
Associate Provost, Research & Sponsored Programs. The Executive
Vice President Associate Provost, Research & Sponsored Programs
will confer with the investigator and the Conflict of Interest Review
Committee to the extent necessary to render a decision in
compliance with the Federal regulations governing conflicts of
interest. The decision of the Executive Vice President Associate
Provost, Research & Sponsored Programs will be final.
9. Office of Record - The University office designated to maintain files,
actions, and records pertaining to the Investigator Financial
Disclosure Form completed by an investigator. Records, including the
Investigator Financial Disclosure Form and any subsequent actions
taken to resolve conflicts of interest, must be kept on file for three (3)
years from the date of submission of the final expenditure report of a
sponsored award , or until the resolution of any government actions
involving those records, whichever is longer. The Office of Research,
Grants and Contracts Office of Research and Sponsored Programs
will be the Office of Record.
10. Confidentiality of Records - To the extent permitted by law, the
Office of Record will maintain the confidentiality of all records of
financial interests.
11. Conflict of Interest Plan - A plan developed by the Conflict of Interest
Review Committee, in cooperation with the investigator, for
resolution of an identified conflict of interest.
12. Designated Institutional Official - An official designated by the
University to solicit and review financial disclosures from each
investigator to identify conflicting interests and take such actions
necessary to insure that such conflicting interests will be managed,
reduced, or eliminated. The Director of Research, Grants and
Contracts Director, Research Integrity & Compliance will be the
designated institutional official.
Disclosure and Review: In those instances where the University is engaged
in, or intends to engage in an externally funded project or has subcontracted

or intends to subcontract with an external agency, a conflict of interest may
occur if the investigator's affiliation with the external agency specifically
meets any of the following criteria :
1. The investigator is an officer, director, partner, trustee, employee,
advisory board member, or agent of the external agency funding a
project in which the investigator is participating in any capacity.
2. The investigator has an equity interest that, when aggregated, is oot4
more than $10,000 aRG or is more than a 5 percent ownership
interest in any single entity.
3. The investigator derives income or other payments that, when
aggregated for the next 12 months, is expected to be more than
$10,000.
4. The investigator's immediate family meets any of the criteria outlined
in 1-3 above.
It is the responsibility of those investigators of Morehead State University,
either full - or part-time faculty or staff, who will be participating in an
externally funded project covered by these administrative regulations, to
initiate the disclosure process through the Office of Research, Grants and
Contracts Office of Research and Sponsored Programs via an Investigator
Financial Disclosure Form at the time of proposal submission indicating
whether or not they have external affiliations which could constitute a
conflict of interest as addressed in the above criteria.
The disclosure procedures include the following steps:
1. The investigator completes and routes the Investigator Financial
Disclosure Form as part of the University's normal internal proposal
review and routing process, which occurs approximately two weeks
prior to proposal submission.
2. The Investigator Financial Disclosure Form w ill provide evidence to
support a Negative Disclosure (reveals no financial conflict} or a
Positive Disclosure (requires additional review by the Conflict of
Interest Review Committee}.
3. Negative Disclosures will be filed in the Office of Record (Office of
Research, Grants and Contracts Office of Research and Sponsored
Programs}.
4. Positive Disclosures will be reviewed by the Conflict of Interest
Review Committee convened by the chair. The committee will be
guided by the following practices and apply them as necessary:
A. Assure adherence to all relevant governmental and University

policies and regulations.
B. Consider the nature, and extent, of the financial interest in the
relationship between the investigator and the external agency.
C. Obtain additional information from the investigator as may be
necessary in resolving conflicts .
Upon completion of its review, the Conflict of Interest Review Committee
will recommend one of the actions to th
·
·
·
r
Academic Affairs Associate Provost, Researc
ponsore
rograms:
A.
B.

Approval of the investigator Financial Disclosure Form .
Approval of the Investigator Financial Disclosure Form subject to
modifications which might be imposed to manage, to reduce, or
eliminate conflicts of interest.
C. Disapproval of the Investigator Financial Disclosure Form as
revealing an unresolvable conflict of interest.

When any of the above-mentioned options are exercised, the Executive Vice
President for Academic Affairs {\ssociate Provost, Research & Sponsored
Programs will advise the investigator and the funding agency.
If an investigator's financial situation changes in terms of new reportable
Significant Financial Interests, after the submission of an Investigator
Financial Disclosure Form, it is the responsibility of that investigator to
update his/her situation by immediately submitting a new Investigator
Financial Disclosure Form to the Director of Research, Grants and Contracts
Director, Research Integrity & Compliance. In the case of multi-year funding,
a review of an investigator's situation must take place, annually.
Appeals Process : Investigators dissatisfied with the recommendations of the
Conflict Interest Revie•N Committee may appeal in writing to the Executive
Vice President for Academic Affairs and Dean of. The Executive Vice
President will confer with the investigator and the Conflict of Interest Review
Committee to the extent necessary to render a decision in compliance with
the Federal regulations governing conflicts of interest. The decision of the
Executive Vice President will be final.
Violations of Regulations: Any violations of these administrative regulations,
such as willful concealment of financial interest by an investigator, may
result in sanctions being imposed upon the investigator. The Conflict of
Interest Review Committee will review any alleged violations brought to its
attention. The Committee will recommend sanctions to the Executive Vice
President for Academic Affairs Associate Provost, Research & Sponsored
Programs. The final decision regarding sanctions to be imposed will be made

by the Executive Vice President for Academic Affairs Provost and ,1,ill be in
keeping with the adhere to Morehead State University policies.
In the failure of an investigator to comply with the conflict of interest
regulations of the University has directly biased the design, conduct, or
reporting of the externally funded research, or educational actiYity, the
University will promptly notify the external funding agency of the corrective
action taken . This notification process will be the responsibility of the
Executive Vice President for Academic Affairs
The failure of an investigator to comply with the conflict of interest reporting
regulations of the University will potentially bias the objectivity of the design,
conduct, or reporting of the externally funded research, or educational
activity. A violation of this regulation is grounds for disciplining the
investigator. Sanctions may include: involuntary termination of employment;
non-renewal of appointment; suspension; letter of admonition; or public
disaffirmation of the research. Any disciplinary actions taken will adhere to
University policies and procedures. The University will promptly notify the
external funding agency of the corrective action taken. This notification will
be the responsibility of the Director, Research Integrity & Compliance.
Funding Agency Requirements: Some funding agencies, particularly

governmental agencies, may have requirements that differ from these
administrative regulations with regard to the timing and/or frequency of
disclosures and other provisions. When differences occur, the funding
agency's requirements shall prevail.
Prior to the University's expenditure of any funds under an award, grant or
contract, the Executive Vice President for Academic Affairs Director,
Research Integrity & Compliance will report to the relevant funding agency
the existence of a conflicting interest {but not the nature of the interest or
other details) found by the University and assure that the interest has been
managed, reduced, or eliminated; and, for any interest that the University
identifies as conflicting subsequent to the University's initial report under the
award, the report will be made and the conflicting interest managed,
reduced, or eliminated, at least on an interim basis, within sixty days of that
identification.
Records: In accordance with Federal regulations, Morehead State University

will maintain records of all financial disclosures and of all actions taken to
resolve conflicts for at least three years from the date of submission of the
final expenditure report or the resolutions of any civil, government, or
University action involving those records. The Office of Research, Grants and
Contracts Office of Research and Sponsored Programs will be the Office of

,..

Record .
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
UAR NUMBER :
CONFLICTS OF INTEREST /FINANCIAL DISCLOSURES
ON PROJECTS WITH EXTERNAL FUNDING
Effective : October 1, 1995

Background
Effective October 1, 1995, Federal regulations require Morehead State University to identify,
manage, re duce, or eliminate any conflicts of interest that may be presented by a financial
interest of an investigator of an externally fund ed project. Accordingly , Federal agencies, re quire
that grant applicants adopt and enforce standards and procedures regarding conflicts of interests
and/or conflicting financial interests. This includes the identification of conflicts of interest, and
further , ensuring that the conflicts of interests of an investigator do not reasonably appear to
affect the objectivity of the funded research or educational activities. Morehead State University
is committed to conducting its externally fun ded projects, public and private , in compliance with
these Federal regulations.
Federal Regulations
The following Federal regulations provide the basis for the establishment of the standards and
procedures regarding the management of Conflicts of Interest/ Financial Disclosure in projects
with external funding .

Objectivity in Research; Final Rule, Department of Health and Human Services, Public Health
Service, Federal Register, July 11, 1995, 60 ( 132): 35810-35819.
Investigator Financial Disclosure Policy; Notice of Technical Changes, National Science
Foundation, Federal Register, July 11, 1995, 60 ( 132) 35820-35823.
Purpose
Morehead State University has no interest in setting forth detailed rules and procedures that may
interfere with faculty and staff members ' legitimate outside interests; rather, its desire is to
protect the credibility of the University and its investigator(s) while complying with mandated
regulations governing externally funded projects . The University has a clear responsibility to
identify, manage, reduce, and /or eliminate conflicts of interest and/or conflicting interest.

It is the purpose of these administrative regulations to define such conflicts, identify those
individuals who must report such conflicts, clarify the potential for such conflicts, and delineate
the proper procedures for reviewing and addressing all conflicts of interests. These regulations
apply to all research and educational activity projects funded through external grants and
contracts.
Definitions
The terms used in these administrative regulations are defined as follows :

1.

Conflict of Interest - A conflict of interest exists if the reviewer(s) of disclosures determines
that a Significant Financial Interest " could directly and significantly affect the design,
conduct, or reporting of research and /or educational activity projects." Conflict occurs
when an investigator's professional decisions are determined by considerations of financial
gain for themselves, or their immediate family , or give improper advantage to an associated
entity.
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2. Associated Entity - Any trust, organization , or enterprise (other than the University) over
which the investigator, or any member of the immediate family , exercises a controlling
interest.
3.

Significant Financial Interest - Anything of monetary value , including , but not limited to :

A.
B.
C.

Salary or other payments fo r services (e .g., consulting fees or honoraria) ;
Equity interests (e.g. , stocks, stock options or other ownership interests) ;
Intellectual property rights (e.g. , patents, copyrights, and royalties from such rights).

This term does not include :
A.

Salary, royalties or other remuneration f rom the institution ;

B.

Any ownership interest in a business enterprise which is an applicant under the Small
Business Innovation Research Program or the Small Business Technology Transfer
Program ;

C.

Income from seminars, lectures, or teaching engagements sponsored by public or
nonprofit entities;

D.

Income from service on advisory committees or review panels for public or nonprofit
entities;

E.

An equity interest that, whe n aggregated for the investigator and the investigator ' s
immediate family , meets both of the following tests: does not exceed $10 ,000 in
value as determined through reference to public prices or other reasonable measures
of fair market value , and does not represent more than an 5 percent ownership
interest in any single entity; or

F.

Salary, royalties , or other payments that, when aggregated for the investigator and
the investigator' s immediate family , are not expected to exceed $10,000 during the
next 12-month period .

4.

Investigator - Principal investigator/project director, co-principal investigator, co-project
director, or any other person, including subgrantees or subcontractors, responsible for the
design, conduct, or reporting of research or educational activities funded by any external
agency.

5.

Immediate Family - Principal investigator's/project director's spouse,
investigator' s/co-project director' s spouse and /or dependent children.

6.

Negative Disclosure - Refers to Financial Disclosure Form (available in the Office of
Research, Grants and Contracts) which, after review, indicates no conflict of interest on
the part of the investigator.

7.

Positive Disclosure - Refers to Financial Disclosure Form (available in the Office of
Research, Grants and Contracts) which, after review, indicates there is either enough
evidence, or enough doubt, to require further review by a University Conflict of Interest
Review Committee.

co-principal
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Conflict of Interest Review Committee - In accordance w ith the University committee
structure, the Conflict of Interest Review Committee is an advisory committee
recommendatory to the Executive Vice President for Academic Affairs and Dean of Faculty.
The committee will review all positive conflict of interest disclosures for the purpose of
managing, reducing, or eliminating potential conflicts of interest .
Voting membership of the committee shall consist of one faculty member from each
college , a professional librarian , and one staff member from the Division of Academic
Affairs , appointed annually by the President, and the Director of Research, Grants and
Contracts. The Chair of the Conflict of Interest Review Committee shall be the Director
of Research , Grants and Contracts . University Counsel will be available to advise the
committee on a need basis. A majority of the committee will constitute a quorum and the
chair will vote only in the case of a tie .

9.

Office of Record - The Un iversity office designated to maintain files , actions, and records
pertaining to the Investigator Financial Disclosure Form completed by an investigator.
Records , including the Investigator Financial Disclosure Form and any subsequent actions
taken to resolve conflicts of interest, must be kept on file for three (3) years from the date
of submission of the final expenditure report of a sponsored award, or until the resolution
of any government actions involving those records, whichever is longer. The Office of
Research , Grants and Contracts will be the Office of Record.

10.

Confidentiality of Records - To the extent permitted by law, the Office of Record will
maintain the confidentiality of all records of financial interests .

11 . Conflict of Interest Plan - A plan developed by the Conflict of Interest Review Committee,
in cooperation with the investigator, f or resolution of an identified conflict of interest.

12.

Designated Institutional Official - An official designated by the University to solicit and
review financial disclosures from each investigator to identify conflicting interests and take
such actions necessary to insure that such conflicting interests will be managed, reduced,
or eliminated. The Director of Research , Grants and Contracts will be the designated
institutional official.

Disclosure and Review
In those instances where the University is engaged in, or intends to engage in an externally
funded project or has subcontracted or intends to subcontract with an external agency, a conflict
of interest may occur if the investigator's affiliation with the external agency specifically meets
any of the following criteria:
1.

2.
3.
4.

The investigator is an officer, director, partner, t rustee , employee, advisory board member,
or agent of the external agency funding a project in which the investigator is participating
in any capacity.
The investigator has an equity interest that, when aggregated , is both more than $10,000
and is more than a 5 percent ownership interest in any single entity.
The investigator derives income or other payments that, when aggregated fo r the next 12
months, is expected to be more than $10,000.
The investigator's immediate family meets any of the criteria outlined in 1-3 above.

It is the responsibility of those investigators of Morehead State University, either full- or parttime faculty or staff, who will be participating in an externally funded project covered by these
administrative regulations, to initiate the disclosure process through the Office of Research,
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Grants and Contracts via an Investigator Financial Disclosure Form at the time of proposal
submission indicating whether or not they have external affiliations which could constitute a
conflict of interest as addressed in the above criteria.

The disclosure procedures include the following steps:
1.

The investigator completes and routes the Investigator Financial Disclosure Form as part
of the University's normal internal proposal review and routing process, which occurs
approximately two weeks prior to proposal submission.

2.

The Investigator Financial Disclosure Form will provide evidence to support a Negative
Disclosure (reveals no financial conflict) or a Positive Disclosure (requires additional review
by the Conflict of Interest Review Committee) .

3.

Negative Disclosures will be filed in the Office of Record (Office of Research, Grants and
Contracts).

4.

Positive Disclosures will be reviewed by the Conflict of Interest Review Committee
convened by the chair. The committee will be guided by the following practices and apply
them as necessary:
A.
B.
C.

Assure adherence to all relevant governmental and University policies and regulations.
Consider the nature, and extent, of the financial interest in the relationship between
the investigator and the external agency .
Obtain additional information from the investigator as may be necessary in resolving
conflicts .

Upon completion of its review, the Conflict of Interest Review Committee will recommend one
of the actions to the Executive Vice President for Academic Affairs:
A.
B.
C.

Approval of the Investigator Financial Disclosure Form .
Approval of the Investigator Financial Disclosure Form subject to modifications which
might be imposed to manage, reduce, or eliminate conflicts of interest.
Disapproval of the Investigator Financial Disclosure Form as revealing an unresolvable
conflict of interest.

When any of the above-mentioned options are exercised , the Executive Vice President for
Academic Affairs will advise the investigator and the funding agency.
If an investigator's financial situation changes in terms of new reportable Significant Financial
Interests, after the submission of an Investigator Financial Disclosure Form, it is the responsibility
of that investigator to update his/her situation by immediately submitting a new Investigator
Financial Disclosure Form to the Director of Research, Grants and Contracts. In the case of
multi-year funding, a review of an investigator's situation must take place, annually.
Appeals Process
Investigators dissatisfied with the recommendation of the Conflict of Interest Review Committee
may appeal in writing to the Executive Vice President for Academic Affairs. The Executive Vice
President will confer with the investigator and the Conflict of Interest Review Committee to the
extent necessary to render a decision in compliance with the Federal regulations governing
conflicts of interest. The decision of the Executive Vice President will be final.
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Violations of Regulations
Any violations of these administrative regulations , such as willful concealment of financial
interest by an investigator, may result in sanctions being imposed upon the investigator. The
Conflict of Interest Review Committee will review any alleged violations brought to its attention .
The Committee will recommend sanctions to the Executive Vice President for Academic Affairs.
The final decision regarding sanctions to be imposed will be made by the Executive Vice
President for Academic Affairs and will be in keeping with the Morehead State University
policies .

If the failure of an investigator to comply with the conflict of interest regulations of the
University has directly biased the design , conduct, or reporting of the externally funded research ,
or educational activity, the University will promptly notify the external funding agency of the
corrective action taken. This notification process will be the responsibility of the Executive Vice
President for Academic Affairs.
Funding Agency Requirements
Some funding agencies, particularly governmental agencies, may have requirements that differ
from these administrative regulations with regard to the timing and/or frequency of disclosures
and other provisions. When differences occur, the funding agency's requirements shall prevail.

Prior to the University' s expenditure of any funds under an award , grant or contract, the
Executive Vice President for Academic Affairs will report to the relevant funding agency the
existence of a conflicting interest (but not the nature of the interest or other details) found by
the University and assure that the interest has been managed, reduced, or eliminated; and , for
any interest that the University identifies as conflicting subsequent to the University ' s initial
report under the award , the report will be made and the conflicting interest managed, reduced,
or eliminated, at least on an interim basis , within sixty days of that identification.
Records
In accordance with Federal regulations, Morehead State University will maintain records of all
financial disclosures and of all actions taken to resolve conflicts for at least three years from the
date of submission of the final expenditure report or the resolutions of any civil, government, or
University action involving those records. The Office of Research, Grants and Contracts will be
the Office of Record.

MOREHEAD STATE UNIVERSITY
INVESTIGATOR FINANCIAL DISCLOSURE FORM
P
(1

' 'lumber _ _ _ _ __
,y Reocarch, Granl8 and Contrac18)

(Applicable to all Proposals)
Effective: October 1, 1995

Morehead State University requires investigators on proposals to all external agencies, public and private, to disclose prior to
submittal ofthe proposal, any significant.financial interest (including those ofspouse and dependent children) which would reasonably
appear to affect the project. Please review Morehead State University 's Administrative Regulation (UAR) Number _ _ _ _ __
for definitions of terms and for the complete administrative regulations.
STATEMENT OF INTENT

This disclosure is being made to:

apply for initial funding
apply for funding renewal
reflect a change in financial interest on a project in progress

Investigator Submitting This Form
Department/Unit

Date
College/Unit

Proposal Title
Funding Source
Project Period
Principal Investigator's Name

»'!:QUIRED DISCLOSURES

ch Investigator must disclose to Morehead State University all the following significant financial interests:

1. that would reasonably appear to be directly and significantly affected by the research or educational activities funded, or
proposed for funding by an external agency,· or
2. is an entity whose financial interest would reasonably appear to be affected by the research or educational activities funded,
or proposed for funding, by an external funding source.
These interests may have a monetary value, including but not limited to:

1. Salary or other payments for services (e.g., consulting fees or honoraria);

2. Equity interests (e.g., stocks, stock options or other ownership interests);
3. Intellectual property rights (e.g., patents, copyrights, and royalties from such rights).

E XEMPTED FROM D ISCLOSURE

Investigator need not disclose:

1. Salary, royalties, or other remuneration from Morehead State University;
2.

Ownership interest in a business enterprise which is an applicant under the Small Business Innovation Research or Small
Business Technology Transfer programs,·

3. Income from seminars, lectures or teaching engagements sponsored by public or nonprofit entities;
4. Income from service on advisory committees or review panels for public or nonprofit entities,·
5. An equity interest that, when aggregated for the investigator and the investigator 's immediate family, meets both of the
following tests: does not exceed $10,000 in value as determined through reference to public prices or other reasonable
measures offair market value, and does not represent more than a 5 percent ownership interest in any single entity; or
6. Salary, royalties, or other payments that, when aggregated for the investigator and the investigator's immediate family, are
not expected to exceed $10,000 during the next 12-month period.

DISCLOSURE

I have read and understand Morehead State University's Administrative Regulation , Number _____ , regarding Conflicts of
Interest/Financial Disclosures in Projects with External Funding and affirm that the information below is true to the best of my
'-owledge.

I. Are you or any member of your immediate family an officer, director, partner, trustee, employee, advisory board member,
or agent of the external sponsor funding this project or of any organization from which goods and services will be obtained
under the sponsored project?
Yes (If so, describe in detail on an attached sheet the nature and extent of the affiliation.)
No

2. Do you or any immediate family member have an equity interest that, when aggregated for the investigator and the
investigator's immediate family, meets both of the following tests: exceeds $10,000 in value as determined through reference
to public prices or other reasonable measures offair market value, and represents more than a 5 percent ownership interest
in any single entity?
Yes (If so, describe in detail on an attached sheet the nature and extent of the equity interest.)
No

3. Do you or any member of your immediate family anticipate receiving salary, royalties or other payments that, when
aggregated for the investigator and investigator's immediate family , are expected to exceed $10,000 during the next 12-month
period.
Yes (If so, describe on an attached page the amount of the income and the reason for which it was or will be
derived.)
No

4. Do you have any affiliation with the external sponsor funding this sponsored project that would affect, or be perceived to
affect, the results of the research or educational activities in any manner?
Yes (If so, describe on an attached page the nature of the affiliation and the amount of time per week you dedicate
to it.)
No

rther I agree, if required:

I.

To update this disclosure during the period of the award, either on an annual basis, or as new reportable significantfinancial
interests are obtained.

2. To cooperate in the development of a Conflict of Interest Plan that constitutes a conflict of interest "resolution plan. "
3. To comply with any conditions or restrictions imposed by Morehead State University to manage, reduce, or eliminate conflicts
of interest or forfeit the award.
Date

Investigator's Signature
(ORIGINAL SIGNATURE ONLY. A "PER" SIGNATURE IS NOT ACCEPTABLE.)

ENDORSEMENTS

I have reviewed the Investigator Financial Disclosure Form and have determined that it is a Negative Disclosure
revealing no conflict of interest on the part of the investigator.
I have reviewed the Investigator Financial Disclosure Form as a Positive Disclosure in need of further review and
for the possible development of a Conflict of Interest Plan with the investigator.
Deparbnent/Unit Head

Date

College Dean/Unit Head

Date

I concur that this is a Negative Disclosure.
I concur that this is a Positive Disclosure in need of further review and of a meeting of the Conflict of Interest
Review Committee for resolution and/or the development of a Conflict of Interest Plan.
Director of
Research, Grants and Coqtracts

Date

I mvestigator

Proposal Number

MANAGING CONFLICTS OF INTERESTS

Although not all inclusive, some examples of conditions or restrictions that might be imposed to manage, reduce, or
eliminate conflicts of interest are as follows:
1.
2.
3.
4.

public disclosure of significant financial interests;
monitoring of research or educational activity by independent reviewers;
modification of the research or educational plan;
disqualification from participation in all or that portion offunded projects that would be affected by the significant
financial interests;
5. divestiture of significant financial interests,· or
6. severance of relationships that create conflicts of interest.
If the reviewer(s) determines that imposing conditions or restrictions would be either ineffective or inequitable, and
that the potential negative impacts that may arise from a significant financial interest are outweighed by interests of
scientific progress, technology transfer, or the public health and welfare, then the review(s), if allowed by the external
sponsor, may allow the research and/or educational activity to go forward without imposing such conditions or
restrictions.
PLAN FOR HANDLING CONFLICT OF INTEREST

Please describe in the space below the plan for handling the conflict of interest. Resolutions to conflicts of interest
must be resolved prior to expenditure of funds of an award from an external funding source. (Attach an additional
sheet if necessary.)

The Conflict of Interest Review Committee recommends the following action for handling the conflict of interest
identified by the investigator. (Check as appropriate)
Approval of the Investigator Financial Disclosure Form
Approval of Investigator Financial Disclosure Form subject to modifications which might be imposed to
manage, reduce, or eliminate conflicts of interest
Disapproval of the Investigator Disclosure Form as revealing an unresolvable conflict of interest

Date

T{ecommended:
Chair, Conflict of Interest Review Committee

II

Approval:

Date
Executive Vice President for Academic Affairs

Tuesday
July 11, 1995
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Part· Ill

Department of
Health and Humarr
Services
Public Health Service
Office- of the Secretary ·

Nation·al· Science ·. ·
Found·a tion
42 CFR Part 50
45 CFR Part 64
Objectivity in Research; Investigator
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DEPARTMENT OF HEALTH AND
HUMAN SERVICES

Public Health Service
42 CFR Part 50

Office of the Secretary
45 CFR Part 94
RIN 0905-AE01

Objectivity in Research
AGENCY: Public Health Service and
Office of the Secretary, HHS.
ACTION: Final rule.

The Public Health Service
(PHS) and the Office of the Secretary,
HHS. are promulgating regulations
\ establishing standards and procedures
~ to be followed institutions that a ply
for research funding om e
to
ensure that the design, conduct, or
reporting of research funded under PHS
grants. cooperative agreements or
contracts will not be biased by any
conflicting financial interest of those
investigators responsible for the
research.
Under the rules, investigators are
required to disclose to an official(s)
designated by the institution a listing of
Significant Financial Interests (and
those of his/her spouse and dependent
children)tnat would reasonably appear
to6eaffected by the research proposed
for funding by the PHS. The
institutional official(s) will review those
disclosures and determine whether any
of the reported financial interests could
directly and significantly affect the
design, conduct, or reporting of the
research and. if so, the institution must,
prior to any expenditure of awarded
funds. report the existence of such
conflicting interests to the PHS
Awarding Component and act to protect
PHS-funded research from bias due to
the conflict of interest.
EFFECTIVE DATE: October 1, 1995.
FOR FURTHER INFORMATION CONTACT: Dr.
George J. Galasso, Associate Director for
'Extramural Affairs, National Institutes
of Health, Building 1, Room 552, 9000
Rockville Pike, MSC 0154, Bethesda,
MD 20892-0154. The telephone number
is (301) 496-5356 (this is not a toll-free
number) .
SUPPLEMENTARY INFORMATION: On June
28 , 1994 the Department of Health and
Human Services (HHS) published
proposed regulations (59 FR 33242) to
ensure that PHS-funded research would
not be compromised by financial
interests of investigators that could be
reasonably expected to bias the design,
conduct or reporting of the research. In
SUMMARY:

addition to setting forth proposed rules
Financial Interests of the type described
re~stitutional procedures for
in§ 50.605 ," have been changed to refer
the di sclosure ancI map~mi;iit,
to a conflict of interest or conflicting
reduction or eliminatipn of Siggigcant
financial interests. This change has been
Financia irii'erests that would
made in response to many of the
comments. It was pointed out that this
reasonably appear o oe directly and
change will make the HHS regulations
significantly affected b tlnnesearch
consistent with the NSF regulations and
funded ~ PHS: or pro o·secl_I<:>T ..
that the i ·tutions can onl manage
funding, the Notice o roposed
the conflict. not e manc1a 1 eres s.
Rulemaking (NPRM) raised several
2. In response to several comments,
specific questions about alternatives for
implementing the pertinent statutes and the " Purpose " sections in the grants and
for ensuring that PHS-funded research is the contracts regulations have been
rewritten to make them more concise
not compromised by any financial
and parallel.
conflicts of interest.
3. A reference to § 50.604(a) has been
The NPRM was published in the
added to the " Applicability" section. As
Federal Register at the same time the
explained more fully in paragraph 6
National Science Foundation (NSF)
below, this change and the change in
published its Investigator Financial
§ 50.604(a) clarify that the regulations
Disclosure Policy and reflected
apply
to Investigators carrying out the
coordination between the two agencies.
PHS-funded research for subgrantees or
Since that time, we have continued to
contractors of the awardee institution.
work closely with the NSF to ensure
4 . In response to several comments,
that the NSF policy and our regulations
the definition of "Investigator," has
do not impose disparate requirements
been amended to delete the phrase "at
upon the many institutions that receive
the Institution."
funding from both agencies. Elsewhere
5. The definition of "Significant
in this separate part in this Federal
Financial Interest" in § 50.603 has been
Register, the NSF is issuing changes in
changed in several respects. Clause (i)
its policy necessary to maintain
has been split so that ownership
consistency with this final rule, and the interests are now referenced in a new
changes we have made to conform to the
clause (ii) . Some commenters felt that it
NSF policy are referenced in the
was not clear whether the requirement
discussion that follows . The agencies
that an institution be an applicant under
intend to continue their cooperation by
the SBIR program modified both
working together to develop common
ownership interest and salary, royalties
guidance, including a set of questions
or other remuneration.
and answers, to help institutions
The exception for financial interests
implement conflict of ~terest poli~s
in business enterprises has been split to
that comply wiinboth HS and NSF
clarify that the per annum measurement
requirements.
applies only to salary, royalties or other
Dunng the 60 day comment period
payments not reasonably expected to
that ended on August 28, 1994, the PHS exceed $10,000 per .a nnum. In addition,
received 102 comments on the NPRM.
the dollar limits have been changed
Most of the comments were generally
from $5,000 to $10,000 and the
supportive of giving the applicant
applicability of the alternative measures
institutions primary responsibility for
of $10,000 in value or five percent
identifying and resolving financial
ownership interest, has been clarified.
conflicts of interest that could directly
These changes have been made in
and significantly affect the PHS-funded
response to a large number of comments
research. The comments are
stating that the $5,000 limit was too
summarized below under the headings:
low. A majority of those comments
Changes in the NPRM; Comments Not
indicated that $10,000 would be an
Resulting in Any Changes; and
appropriate figure , particularly since the
Responses to Questions on Alternatives. experience of state universities in
California, and some other universities,
Changes in the NPRM
is that interests up to this amount do not
A summary of the changes made in
raise conflict of interest concerns.
the regulations as proposed on June 28,
The reference to determining the
1994, follows.
value of equity interests on the basis of
1. In the section titles, §§ 50.601,
public prices or other reasonable
50.602. 50.605 and several other
measures
of fair market value was
sections, 1 references to "Significant
adapted from a similar provision in the
Financial Interests" or "Significant
proposed FDA rule on conflict of
interest (59 FR 48708 et seq., September
1 Only the sections in 42 CFR part 50 are
22, 1994).
referenced. Similar changes have been made in the
6. Section 50.604(a) has been revised
regulations at 45 CFR part 94 which will apply to
contracts.
to clarify that the Institution must
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maintain an appropriate written, ·
: nforced conflict of interest policy (this
iarallels NSF language) and that the
..nstitution must make reasonable efforts
to ensure compliance with the
regulations by Investigators working for
subgrantees and contractors, e'i ther by
including those Investigators in.the
Institution's policy or by receiving
appropriate assurances from their
employers. This latter change was
recommended in several comments and
is consistent with current regulations
and policies on the applicability of grant
terms and conditions to subgrantees and
contractors.
7. ln response to many comments,
paragraph (a)(3) (redesignatedas
paragraph (cl) of§ 50.604 has been
changed from requiring the institution
to "ensure" that investigators have
disclosed all Significant Financial
Interest to simply "requiJ:e" disclosures
by each investigator. In addition, in
response to several comments and for
uniformity with the NSF guidelines, this
paragraph has been revised to require
disclosure, by the time an application is
submitted to PHS, of those Significant
Financial Interests attributable to the
Investigator that would reasonably
appear to be affected by the research,
including interests _in entities whose
financial interests would reasonably
appear to be affected by the research.
This change eliminates the need to
cross-reference the description of a
conflict interest in § 50.605(a). Also, the
changes in this section and in
§§ 50.604(c) and 50.605(a) will result in
a slightly broader disclosure· by the
Investigator than under the NPRM. The
institutional official(s) will review the
disclosures and determine which
disclosed interests could directly and
significantly affect the design, conduct
or reporting of tlie research.,
necessitating the management,
reduction or elimination of the conflict
of interest. In addition, in response to a
significant number of comments, the
reference to "pendency" of the award ·
has been changed to"period" of the
award.
Paragraph (a)(5) of§ 50.604
(redesignated as paragraph (el) has been
changed to delete the requirement that
records be identifiable to each award,
and to refer to the applicable retention
requirements in the HHS grants
administration. regulations. The former
change has been made for conformity
with the NSF policy, and the latter
change clarifies that the record.keeping
requirements of these regulations are
intended to be consistent with the HHS
grants administration regulations. The
change in paragraph (f) of§ 50.604
(formerly paragraph (a)(6)) has also been

made for conformity with the NSF
policy.
8. In response to many comments,
§ 50.604(a)(7)(ii), now redesignated as
(g)(2), has been revised to reduce the
burden on institutions and ensure that
the application does not have to state
whether a conflict of interest has been
found. Rather, the provision now
requires the applicant to certify that
action will be taken, prior to the
institution's expenditure of any funds
under the award, to report to the PHS
awarding component the existence of a
conflicting interest and assure that the
interest has been managed, reduced or
eliminated in accordance with the
regulations. The commentors felt that
review of an application would be
biased if the application indicated there
was a conflict of interest and that, in
any case, it would not be feasible for an.
institution to review the disclosed
financial interests and determine
whether a conflict of interest was
present in the limited time available
prior to submission of the application.
In addition, the previous
§ 50.604(a)(8)(i) has been incorporated
into § 50.604(g)(2) with minor changes.
Many commentors felt that the 60 day
period for management of a conflict of
interest found after the award should be
doubled. However, the 60 day period
does not seem unreasonable, since we
have clarified that it is measured from
the time the institution identifies the
conflict of interest and that only interim
action is required by the end of the 60
day period. As stated in the NPRM,
section 493A of the PHS Act imposes a
continuing obligation on awardees to
identify conflicts of interest in clinical
research projects and report their
management, reduction or elimination.
This and other statutory requirements
for clinical research have been applied
to allPHS-funded research in order to
avoid confusion and provide for
uniform PHS reporting requirements.
We would not expect this reporting
requirement to be burdensome, as only
a few conflicts of interest are likely to
be identified after the award.
Section 50.604(a)(8)(ii) has been
incorporated into § 50.606(b), because
the review of records referenced in the
former section is directly related to the
inquiry into actions regarding conflicts
of interest addressed in the latter
section. Section 50.604(a)(8)(iii) has
been deleted as duplicative of the
statement in the definition of
"Significant Financial Interest"
(§ 50.603), that salary, royalties or other
remuneration from the institution is not
considered a Significant Financial
Interest. Under current regulations and
policies governing applications for PHS
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research grants, if the applicant receives
non-PHS grant support for the same
project to be supported by the PHS
award, the grant must be listed in the
"Other Support" section of the
application for PHS support.
9. Section 50.605(a) has been revised
to clarify that the institutional official(s)
must identify and manage, reduce or
eliminate any conflicts of interest.
Consistent with the language in the NSF
guidelines, this provision states that a
conflict of interest exists when the
designated official(s) reasonably
determines that a Significant Financial
Interest could directly and significantly
affect the design, conduct, or reporting
of the PHS-funded research. As noted
above in the discussion of the changes
to § 50.604(c), Investigators must
disclose those Significant Financial
Interests that would reasonably appear
to be affected by the research and the
institutional official must decide which
of those interests are conflicting under
the standard prescribed in § 50.605(8)._
This change is intended to more clearly·
define and limit the types of financial .
interests that must be managed, reduced
or eliminated because they are
considered to be conflicting interests.
In response to a few comments, the
clause introducing the examples of
methods for managing, reducing or
eliminating conflicts has.been clarified
by adding after "include," the phrase
"but are not limited to."
10. In § 50.606, the first sentence has
been deleted because it essentially
duplicated the provision in proposed
§ 50.604(a)(6). In the next sentence, the
term "employee" has been changed to
the defined term "Investigator" anc:Lin
response to a comment, the phrase "or
to be taken" has been added at the end .
of the sentence. In addition, paragraph
(b) has been rewritten to incorporate
§ 50.604(b), because the two provisions
were somewhat duplicative.
11. Many_commentors were
concerned about what they considered
to be a significant underestimation of
the annual reporting and record.keeping
burden. In response, burdens have been
further reduced by raising the dollar
threshold for financial interests that are
considered Significant Financial
Interests subject to the regulations, and
by amending § 50.604(g)(2) to require
the reporting of a conflict of interest and.
its management,. reduction or
elimination only after an award has
been made (but before any expenditure
of funds). In addition, the estimated
annual reporting and record keeping
burden has been recalculated in light of
these changes and the public comments.
12. Many commentors urged
uniformity with the NSF guidelines, but
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indicated the pursuit of that end should
not interfere with necessary changes to
the NPRM . As noted above, manv of the
changes result in greater uniformity
between these regulations and the NSF
guidelines. The few remaining
differences between these regulations
and the NSF guidelines are based upon
requirements in section 493A of the
PHS Act. 42 U.S.C. 289b-1 , and
differences between the grant programs
and experiences under those programs.
The effective date for these
regulations, October 1, 1995, is the same
as the effective date for the NSF
guidelines. Although some commentors
felt that a longer lead time would be
necessary to enable institutions to
prepare for implementation of the
regulations, we believe the time period
provided is ample, particularly because
institutions have had since June 28 ,
1994, to prepare for implementation of
the similar provisions of the NSF
guidelines and because many
institutions a!readv have conflict of
interest procedures.

differed. apparently because of the
differences between the research
funding that is provided to small
entities by HHS and NSF.

excluded) . Some commentors
questioned the exclusion of ownershio
interests in SBIR applicants. No change
has been made in response to that
comment because we believe such
3. Section 50.603 Definitions
ownership interests are apparent to PHS
Investigator. There were diverse
funding agencies based on the
comments on the definition of the term. application. Furthermore, the exclusion
"Investigator. " Although one
does not prohibit institutions from
commentor supported the approach of
adopting more rigorous standards, if
the NPRM of leaving it to the
they wish to do so.
institutions to determine who are
The definition of Significant Financial
persons "responsible for the design,
Interest alone does not delineate what .
conduct, or reporting" of the PHS
the investigator must disclose or what
funded research, others felt that the
the institution must manage, reduce or
definition should offer more guidance
eliminate. The Investigator must
on who would fall within that category. consider all Significant Financial
It was recommended that the term be
Interests, but need disclose only those
limited to Principal Investigators, Cothat would reasonably appear to be
Principal Investigators, and faculty
affected by the research proposed for
collaborators and that students and
funding by the PHS, including the
technical staff be excluded. It was also
Investigator's financial interest in
recommended that administrators be
entities whose interests would be
excluded by limiting the definition to
affected. Following this disclosure, the
the "scientific design" of the research.
institutional official must determine, on
The definition of Investigator has not
the basis of the regulatory standard,
been changed, except for deleting the
whether there are- conflicting interests
phrase "at the institution," as explained that need to be managed, reduced, or
Comments Not Resulting in Any
above. The degree to which individuals eliminated. We think it is appropriate to
Changes
are responsible for the design, conduct,
have a relatively broad range of
or reporting of the PHS-funded research financial interests considered by the
1. Title
will vary. In some circumstances
Investigator in making his/her
Two commentors felt that the title of
students, technical personnel and
determination of those that must be
the regulations should be changed to
administrators may not be
disclosed. In this manner, broad
focus upon investigator financial
"responsible," but in other
consideration of possibly conflicting
disclosure or conflict of interest. These
circumstances, they may be, in that they interests is assured with minimal
are not inappropriate titles, but we have are given responsibility for a task that
burdens, since only a limited number of
chosen to focus the title upon the
could have a significant effect on the
interests need to be disclosed and an
desired outcome of the review of
design, conduct or reporting of the
even smaller number will need to be
investigator financial disclosures, that
research. Based on their knowledge of
managed, reduced or eliminated.
is, objectivity in the design, conduct and the specific circumstances, we believe
There were a number of comments
reporting of the research.
the institutions are in the best position
recommending different thresholds than
to determine who is responsible for the
those that were adopted, including a
2. Section 50.602 Applicability
design, conduct or reporting of the
threshold adjusted for inflation. The
Several commentors recommended
research to such a degree that his/her
threshold amounts adopted were
that the regulations be limited to
financial interests should be reviewed.
recommended in many comments and
clinical research. As explained in the
Significant Financial Interest. As
seem to represent a reasonable balance
preamble to the NPRM, experience
noted above, the public comments led to between the need to consider a broad
indicates that financial conflicts of .
several changes in this definition. There range of financial interests and the
interest can arise in all types of
were a number of other detailed
burdens imposed upon the investigators
research. It is expected that the risk of
comments that were not adopted,
and the institutions.
a conflict of interest will be higher in
primarily because they would have:
4. Section 50.604
clinical research than in other types of
Complicated the definition and its
research. but we have concluded that
application (e.g., have different
Many commented that the
the latter risk is sufficiently likely that
threshold levels for publicly traded
requirement for updating financial
pertinent financial interests should be
equity interests and those not so traded, disclosures (in § 50.604(c) of these
differentiate between large and small
disclosed and reviewed.
regulations) needed to be clarified. The
In response to a specific request for
companies, and adopt criteria for
provision, which has not been changed,
comments on the NSF exemption from
determining reasonably anticipated
except for a minor word change, states
its conflict of interest policy for grantees future value); led to a long, cumbersome that financial disclosures must be
employing fifty persons or less, it was
list of additional exclusions (e.g.,
updated during the. period of tl).e award,.
generally agreed by those responding
exclude copyright that is not licensable, either on an annual basis or as new
that PHS-funded investigators working
mutual funds, pensions, and
reportable Significant Financial
for small entities may be just as subject
reimbursement for expenses); or were
Interests are obtained. We believe this
to conflicts of interest as investigators
based upon a misunderstanding of the
language is reasonably clear in
working at large institutions. This view
definition and its effect (some
conveying that the institutions have the
is consistent with the PHS experience
apparently did not understand that any
option of adopting either of two
referred to in the preamble of the
remuneration an investigator receives
methods for investigators to report
NPRM. The NSF experience has
from the applicant institution was
changes in financial interests during the
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period of the PHS award: reporting on
1 annual basis any changes in the
reviously reported financial interests:
or requiring investigators to update
disclosures as new reportable
Significant Financial Interests are
obtained. An annual reporting
requirement would serve as a reminder
for investigators to review their prior
disclosures, but it might be burdensome
if in fact there are no changes and it
could result in delayed reporting as
compared to the alternative. This
burden would be eliminated by the
other reporting alternative, but there
would be no annual reminder to
investigators to review and update their
disclosures. The weighing of these .
factors and the decision are left to the
institutions. The reference to "new
reportable Significant Financial
Interests" is intended to include
financial interests that become
,.
reportable due to an increase in value
that meets the reporting threshold, as
well as the acquisition of new interests
that are reportable. Of course, both types
of interests are subject to disclosure by
the investigator only if they meet the
criteria in § 50.604(c).
It was recommended that the
requirement in § 50.604(g)(2) for the
reporting to the PHS Awarding
:::omponent of the existence of a
:onflicting interest be changed to
conform with the NSF approach that
requires such reporting only "if the
institution finds that it is unable to
satisfactorily manage an actual or
potential conflict of interest." As stated
in the NPRM, section 493A of the Public
Health Service Act requires that
institutions report conflicting interests
for clinical research projects. To avoid
disparate requirements for clinical and
nonclinical research, the regulations
apply this reporting requirement to all
PHS-funded research.

5. Section 50.606
One commentor felt that the
notification required in paragraph (a)
should go to lffiS, rather than to the
· PHS Awarding Component. Because
PHS Awarding Components are
responsible for the award and have
delegated authority, it is appropriate for
those components to receive
notifications and to act on them. On the
other hand, paragraph (b) refers to lffiS
inquiries into institutional procedures
and actions because such audit type
activities may be conducted by HHS
components other than the awarding
agencies. As is made clear in the
definitions, the term lffiS encompasses
all components of the Department,
including the PHS Awarding
Components.

A number of commentors objected to
the requirement for submission of
records to the HHS, fearing that the
confidentiality of such records could
not be assured. 45 CFR 74.53 alreadv
gives the HHS a right of access to all
records pertinent to grants. which
would include the records relating to
financial conflicts of interest of
investigators carrying out the PHSfunded research. It is expected that the
PHS funding agencies will not often
require the submission of records or
retain copies from audits at the
institution, but when that occurs the
records will be maintained
confidentially. In addition, although a
few commentors objected to the
reference to suspension of funding
pending the resolution of a conflicting
interest determined by the PHS
awarding agency as biasing the
objectivity of the research, that
provision has been retained and a
reference to the regulatory authority for
the suspension has been added. Such
suspension action would be necessary
to protect Federal funds only in unusual
situations, but we believe awardees
subject to the regulations should be
notified of the potential for such action.
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Competing Products
Over 30 commentors opposed any
requirement for disclosing financial
interests in entities or products that
would compete with the PHS-funded
research. Twelve commentors supported
investigator disclosure of such
competing entities or products, but
some felt that the disclosure should be
limited to those financial interests in
competitors or competing products
known to the investigator. As revised,
the regulation would not specifically
require the disclosure of such interests,
but, depending upon the circumstances,
those interests might come within the
definition of the financial interests that
must be disclosed. In clinical research,
it is probable that a financial interest in
a product that competes with the
product being evaluated could
reasonably appear to be affected by the
PHS-funded research. Such a
relationship is much less probable
where the PHS funding is for basic
research.

Types of Financial Interests Disclosed
Most of the comments on this issue,·
are summarized above in the discussion
of comments on the definition of
Responses to Questions on Alternatives Significant Financial Interests and.on
the financial interest that must be
The NPRM requested specific
disclosed. The financial interests to be
comments on the following issues: (1)
Whether the regulations should address disclosed must be known to the
institutional conflicts of interest, as well investigator and determined by him/her
as individual conflicting interests and, if to be a financial interest that would
reasonably appear to be affected by the
so, how; (2) what types of financial
PHS-funded research or to be a financial
interests should be disclosed; (3)
whether the disclosed financial interests interest in an entity whose financial
interest would reasonably appear to be
should include financial interests in
affected by the research. This criterion
products that would compete with the
product or potential product of the PHS- would, in most cases, require that the
financial disclosure be relevant to
funded research; (4) whether an
biomedical research or health care, as
employee's equity or other nonsalary
was recommended by one commenter,
financial interests in an applicant
institution should be excluded from the but the disclosure would not necessarily
be limited to those fields, because other
definition of Significant Financial
Interest; and (5) whether there should be types of financial interests could
an exemption for all compensation other reasonably appear to be affected by the
PHS-funded research.
than that tied to the outcome of the
research. Most of the commentors
Exclusion of Financial Interests
addressed at least some of these issues.
There were few specific comments on
Those comments are summarized
the questions relating to the exclusion
below.
from the definition of Significant
Institutional Conflicts
Financial Interest of equity interests in,
Those addressing this issue were
or compensation from, the applicant
nearly un~ous in concluding that
institution. The general comments on
the definition emphasized the need for
the regulations should not address the
institutional conflict of interest issue
limiting disclosures to financial
because of the need to carefully
interests related to the research
consider that issue through a separate
proposed for PHS funding. We are
process. We agree with that conclusion. retaining the exclusion for all
The comments on the alternatives for
remuneration paid to an investigator by
addressing institutional conflicts of
an applicant institution and the
exclusion of any ownership interest in
interest will be considered separately
the applicant institution if it is an
from this rulemaking.
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applicant under the SBIR or STTR
program. We have not expanded the
exclusion for ownership interests to
encompass all institutions , because we
believe there may be situations in which
an ownership interest in a for-profit
applicant could be in conflict with the
investigator's responsibility for the
conduct of the PHS-funded research and
that ownership interest should be
subject to appropriate institutional
review. Experience under the
regulations may prove this reasoning to
be incorrect. ·If so , we will consider
appropriate amendments to the
regulations.
Regulatory Impact
The Department has concluded that
this rule is not economically significant
under Executive Order 12866 and that it
thus does not require the development
of a comprehensive benefit-cost
analysis. While we agree with
comments received that the initial
estimate of implementation costs was
low, none of these comments indicated
that the costs would exceed $100
million annually; in addition, changes
made in the final regulations will
reduce implementation costs.
Commentors did not provide any
evidence that the rule will hamper
desirable research or otherwise have an
adverse effect on the conduct of
research under PHS-funded grants or on
the consequent technological progress
that is so important to the Nation's
economy.
Executive Order 12866 requires that
the Office of Management and Budget
(0MB) review all regulations that may
create a serious inconsistency with or
otherwise interfere with an action taken
or planned by another Federal agency.
This rule was thus reviewed by 0MB
and coordinated with the policy of the
NSF on this subject (see the notice of
technical changes in NSF policy
published elsewhere in this separate
part of this Federal Register.
The Department prepares a regulatory
flexibility analysis, in accordance with
the Regulatory Flexibility Act of 1980 (5
U.S.C. chapter 6), if a rule is expected
to have a significant impact on a
substantial number of small entities.
Although we have not followed the NSF
approach of exempting entities with 50
or fewer employees, we have concluded
that the regulation will not have a,
significant impact on small entities. Any
such effect is mitigated by the
provisions of the regulations and the
fact that the regulations impose
obligations primarily on those receiving
grants that can be used, in part (amounts
for indirect costs), to offset the costs of
compliance with the regulatory

requirements. The regulations do not
apply to SHIR and STTR Phase l
applications. These programs are for
small businesses and the Phase l grants
are for limited amounts. Phase II grants
are for larger amounts and thus more
funds would be available for meeting
the costs of compliance. Furthermore,
we have changed the regulations to
reduce burdens and costs of compliance
for all entities subject to the regulations
by eliminating more financial interests
from consideration and by reducing
burdens upon institutions through
changes in the certification
requirements. Institutions do not have
to take action to identify, report and
manage conflicting interests until after
being notified by the PHS Awarding
Agency of its decision to award funds.
For the same reasons, this rule will
not create an unfunded mandate on
State·-owned institutions and thus
would not trigger the requirements of
Executive Order 12875 on "Enhancing
the Intergovernmental Partnership." The
proposed rule has been changed to
significantly reduce burdens on
institutions and, as noted above,
institutions will be able to use amounts
awarded for indirect costs to meet the
costs of implementing the regulations.
Paperwork Reduction Act
The final rules contain information
collection requirements that are subject
to review by 0MB under the Paperwork
Reduction Act of 1980. The title,
description, and respondent description
applicable to the information collection
are shown below with an estimate of the
annual reporting and recordkeeping
burden. These estimates have been
revised in light of the comments on the
proposed rules and the changes in the
regulations. Consistent with the
comments and a thorough consideration
of the potential burdens imposed by the
reporting, recordkeeping and disclosure
requirements of the regulations, the
statement of the burden has been
reduced from that stated in the NPRM,
based upon changes in the regulations
that will significantly reduce the
burdens on institutions and upon more
accurate estimates of the burdens
imposed by specific requirements.
The mean hours per response for
initial reports of conflicts of inte~t
have been significantly increased to
account for the review by the institution
of all the financial disclosures relating
to an award. Although not more than
200 reports of conflicts of interest are
expected, the institutions will need to
review all financial disi:;losures
associated with PHS funding awards to
determine whether or not any conflicts
of interest exist. Thus, the total burden

of 16,000 hours is based on estimates
that it will take , on the average, fourfifths of an hour to review each of the
20,000 financial disclosures associated
with PHS funding awards. If the number
of disclosures is reduced because of the
increase in the amount of the threshold
for significance, the burden may be an
overestimate.
The burden for subsequent reports of
conflicts (made during the twelve
month period after the initial report) is
significantly less. because we do not
expect many additional reportable
conflicts and there will be only a
limited number of disclosures to review.
We have significantly reduced the
respondent number for reporting that
failure of an investigator to co_m ply with
the institution's conflict of interest
policy has biased the design, conduct or
reporting of the research (§ 50.606(a)).
We have estimated there will be no
more than five such instances and we
think that is a generous estimate.
For recordkeeping, we have listed the
number of files expected to be
necessary. rather than the number of
institutions, because it will result in a
more accurate estimation. The 20,000
figure is based upon 35,000 awards
annually, reduced to account for those
investigators who will not have any
disclosures (no files are required to be
established) and those investigators
with more than one award. We have
estimated it will take four hours, on the
average, for the establishment and
maintenance. of each file. Although we
believe this to be a very generous
estimate, we note that it will.include the
time of both administrative and clerical
personnel.
The burden figures for informing each
investigator of the institution's policy
are based upon 2,000 recipient
institutions and 20 hours for the
performance of this function. This time
burden could be reduced even further if
institutions choose to inform
investigators through a notice in the
grant application procedures. This
method of notification would be
acceptable because the regulations do
not specify the method of notification.
The financial disclosures burden
estimate (§ 50.604(c)) is based upon an
investigator figure of 35,000 with an
average response time of one hour. We
believe experience may show that the
number of disclosures will be
significantly less because of the
increases in the reporting threshold.
Note that we have not attempted to
calculate the overall hours spent by the
institution to establish the necessary
administrative mechanisms to comply
with the regulations. The estimates are
for burdens imposed by disclosure,

Federal Register / Vol. 60, No. 132 / Tuesday, July 11, 1995 / Rules and Regulations
., reporting and recordkeeping
requirements. not all activities of an
institution that may result from the
regulations.
Title: Responsibility of Applicants for
Promoting Objectivity in Research for
which Public Health Service' (PHS)
Funding is Sought.

Description : The regulations would
require each applicant/offeror
Institution to establish procedures to
identify and manage, reduce, or
eliminate any conflicting financial
interest of an Investigator involved in
the design, conduct or reporting of the
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research for which PHS funding is
sought.
Description of Respondents: Public
and private non-profit institutions,
small business , and other for-profit
organizations and investigators working
for such institutions, businesses and
organizations.

ESTIMATED ANNUAL REPORTING AND RECORDKEEPING BURDEN

Applicable
section of
regulation
45CFR

Mean hours
per response

Total hours
42 CFR

200
30

80.0
2.0

14,000
54

2,000
6

16,000
60

5

10.0

40

10

50

Total ......................................................................
Recordkeeping:
50.604(e) ···································································· 94.4(8)

...................

...................

...................

···················

16,110

20,000

4

72,000

8,000

80,000

Total ················· . -· .....................................................
Disclosure:
50.604(a) ................................................................... 94.4(a)
50.604(c) ................................................................... 94.4(c)

....................

...................

....................

···················

80,000

2,000
35,000

20.0
1

36,000
31,600

4,000
3,400

40,000
35,500

................... ................... ................... ...................
................... ................... ................... ...................

75,000
171,110

Applicable section of regulation 42 CFR

Total number of respondents

Reporting:
50.604(g)(2) (initial report of conflict of interest) ...... 94.4(g)(2)
50.604(g)(2) (subsequent reports of conflict of inter- 94.4(g)(2)
est).
50.606(a) ................................................................... 94.6(a)

Total ......................................................................
Total Burden ..........................................................

In accordance with the requirements
of the Paperwork Reduction Act of 1980,
the Department of Health and Human
Services has submitted the information
collection requirements cited above to
0MB for review and approval.
Organizations and individuals desiring
to submit comments on the information
collection requirements and the
estimated burden should direct such
comments to the information address
cited above and to: NIH/PHS Desk
Officer. Office of Information and
Regulatory Affairs, 0MB, New
Executive Office Building, room 10235,
725 17th Street NW., Washington, DC
20503.
Catalogue of Federal Domestic
Assistance

Therulewillaffectallextra.mural
research, research and devefopment,
and research and development support
funded by the Public Health Service.
Questions about the rule should be
directed to Dr. George J. Galasso,
Associated Director for Extramural
Affairs, National Institutes of Health,
Building 1, Room 552, 9000 Rockville
Pike, MSC 0154, Bethesda, MD 208920154. The telephone number is (301)
496-5356 (this is not a toll-free
number).

List of Subjects
42 CFR Part 50

Grant programs-health; Conflict of
interest; Medical research; Behavioral.
biological, biochemical, psychological
and psychiatric research.
45 CFR Part 94

Government procurement.
Dated: March 13, 1995.
Philip R. Lee,
Assistant Secretary for Health .

Approved: May 17, 1995.
Donna E. Shalala,
Secretary.

Total hours
45 CFR

Total hours

Subpart F-Responsiblllty of
Applicants for Promoting Objectivity In
Research for Which PHS Funding Is
Sought
§ 50.601

Purpose.

This subpart promotes objectivity in
research by establishing standards to
ensure there is no reasonable
expectation that the design, conduct, or
reporting of research funded under PHS
grants or cooperative agreements will be
biased by any conflicting financial
interest of an Investigator.
§ 50.602

Appllcablllty.

This subpart is applicabJe to each
Institution that applies for PHS grants or
cooperative agreements for research
and, through the implementation of this
subpart by each Institution, to each
Investigator participating in such
research (see § 50.604(a)); provided, that
Subpart F-Responslblllty of Applicants for this subpart does not apply to SBIR
Promoting Objectivity In Research for
Program Phase I applications. In those
Which PHS Funding Is Sought
few cases where an individual, rather
Sec.
than an institution, is an applicant for
50.601 Purpose.
PHS grants or cooperative agreements
50.602 Applicability.
for research, PHS Awarding
50.603 Definitions.
50.604 Institutional responsibility regarding Components will make case-by-case
determinations on the steps to be taken
conflicting interests of investigators.
50.605 Management of conflicting interests. to ensure that the design, conduct, and
reporting of the research will not be
50.606 Remedies.
50.607 Other HHS regulations that apply.
biased by any conflicting financial
interest of the individual.
Authority: 42 U.S.C. 216, 289b-1, 299c-3.

Accordingly, 42 CFR part 50 and 45
CFR subtitle A are amended as set forth
below:
1. Subpart F is added to 42 CFR part
50 to read as follows:
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Definitions.

As used in this subpart:
HHS means the United States
Department of Health and Human
Services, and any components of the
Department to which the authority
involved may be delegated. •
Institution means any domestic or
foreign, public or private, entity or
organization (excluding a Federal
agency).
Investigator means the principal
investigator and any other person who
is responsible for the design, conduct, or
reporting of research funded by PHS , or
proposed for such funding. For
purposes of the requirem~nt~ of this
subpart relating to financial mterests,
"Investigator" includes the
Investigator's spouse and dependent
children.
PHS means the Public Health Service,
an operating division of the U.S.
Department of Health and Human
Services, and any components of the
PHS to which the authority involved
may be delegated.
PHS Awarding Component means the
organizational unit of the PHS that
funds the research that is subject to this
subpart.
Public Health Service Act or PHS Act
means the statute codified at 42 U.S.C.
201 et seq.
Research means a systematic
investigation designed to develop or
contribute to generalizable knowledge
relating broadly to public he8;1th, .
including behavioral and soc1al-sc1ences
research. The term encompasses basic
and applied research and product
development. As used in this s:u~part,
the term includes any such actiV1ty for
which research funding is available
from a PHS Awarding Component
through a grant or cooperative
agreement, whether authorized under
the PHS Act or other statutory authority.
Significant Financial l n ~ e ~ s
anything of monetary value, mcluding
but not limited to, salary or other
payments for services (e.g., consulting
fees or honoraria); equity interests (e.g.,
stocks, stock options or other ownership
interests); and intellectual property
rights (e.g., patents, copyrights and
royalties from such rights). The term.
does not include:
(1) salary, royalties, or other
remuneration from the applicant
institution;
(2) any ownership interests in the
institution, if the institution is an
applicant under the SBIR Program;
(3) income from seminars, lectures, or
teaching engagements sponsored by
publi<;: or nonprofit entities;

(4) income from service on advisory
committees or review panels for public
or nonprofit entities;
(5 ) an equity interest that when
aggregated for the Investigator and the
Investigator's spouse and depend~nt
children, meets both of the followmg
tests: Does not exceed $10,000 in value
as determined through reference to
public prices or other reasonable
measures of fair market value, and does
not represent more than a five percent
ownership interest in any single entity;
or
(6) salary, royalties or other payments
that when aggregated for the Investigator
and the Investigator's spouse and
dependent children over the next twelve
months, are not expected to exceed

$10,000.

Small Business Innovation Research
(SBIR) Program means the extramural
research program for small business that
is established by the A warding
Components of the Public Health
Service and certain other Federal
agencies under Pub. L. 97-219, the
Small Business Innovation Development
Act, as amended. For purposes of this
subpart, the term SBIR Program
includes the Small Business Technology
Transfer (STTR) Program, which was
established by Pub. L. 102-564.
§ 50.604 Institutional responsibility
regarding conflicting Interests of
Investigators.

Each Institution must:
(a) Maintain an appropriate written,
enforced policy on conflict of interest
that complies with this subpart and_
inform each Investigator of that policy.
the Investigator's reporting
responsibilitil:)s, and of these
regulations. If the Institution carries out
the PHS-funded research through
subgrantees , contractors, or
collaborators, the Institution must take
reasonable· steps to ensure that
Investigators working for such entities
comply with this subpart, either by
requiring those Investigators to comply
with the Institution 's policy or by
requiring the entities to provide
assurances to the Institution that will
enable the Institution to comply with
this subpart.
(b) Designate an institutional
official(s) to solicit and review financial
disclosure statements from each
Inve~tig,ator ~po js plann.ipg ,tQ,.,
participate in PHS-funded researclb.
(c)(l) Require that by the time an
application is submitted to PHS each
Investigator who is planning to
participate in the PHS-funded research
has submitted to the designated
official(s) a listing of his/her known
Significant Financial Interests (and

those of his/her spouse and dependent
children):
(i) that would reasonably appear to be
affected by the research for .which PHS
fundingissought;and
(ii) in entities whose financial
interests would reasonably appear to be
affected by the research.
(2 ) All financial disclosures must be
updated during the period of the award ,
either on an annual basis or as new
reportable Significant Financial
Interests are obtained.
(d) Provide guidelines consistent with
this subpart for the desi;BRated officia)(s)
to identi conflictin interests and take
sue actions as necessary to ensure at
such conflicting interests will be
managed, reduced, or eliminated.
(e) Maintain records of all financial
disclosures and all actions taken by the
· Institution with respect to each
conflicting interest for at least three
years from the date of submission of the
final expenditures report or, where
applicable, from other dates specified in
45 CFR 74.53(b) for different situations.
(f) Establish adequate enforcement
mechanisms and provide for sanctions
where appropriate.
(g) Certify, in each application for the
funding to which this subpart applies,
that:
(1) There is an effect at that Institution
a written and enforced administrative
process to iden~ ~d ~anage, ~uce
or eliminate conflicting mterests with
respect to all research projects for which
funding is sought from the PHS,
(2) Prior to the Institution's
expenditure of any funds under the
award, the Institut.ion--will rtfuort to the
PHS Awarding Component e
existence of a conflicting interest (but
noD}ie nature
other
details) found y e
ttt.t &&a._
assure that the interest has been
managed, reduced or eliminated in
accordance with this subpart; and, for
any interest that the Institution
identifies as conflicting subsequent to
the Institution's initial report under the
award, the report will be made and the
conflicting interest managed, reduced,
or eliminated, at least on an interim
basis, within sixty days of that
identification.
(3) The Institution agrees to make
information available, upon request, to
the HHS regarding all conflicting
interests identified by the Institution
and how those interests have been
managed, reduced, or eliminated to
protect the research from bias; and
(4) The Institution will otherwise
comply with this subpart.

Et 2 t;re!~
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§ 50.605

i

(a) The designated official(s) must:
.Keview all financial disclosures; and
determine whether a conflict of interest
exists and, if so. determine what actions
should be taken by the institution to
manage, reduce or eliminate such
conflict of interest. A conflict of interest
exists when the designated official(s)
reasonably determines that a·-Signi.ficant
Financial Interest could directly and
significantly affect the design, conduct,
or reporting of the PHS-funded research.
Examples of conditions or restrilrtions
that might be imposed to manage ·
conflicts of interest include, but are not.
limited to:
(1) Public disclosure of significant'
financial interests;
(2) Monitoring of research by
independent reviewers;
(3) Modification of the research plan;
(4) Disqualification_.from participation .
in all or a portion of the research funded
by the PHS;
(5) Divestiture of significant financial
interests; or
(6) Severance of relationships that
create actual or potential-conflicts.
(b) In addition to the types of
conflicting financial interests described
in this paragraph that must be managed, .
reduced, or eliminated, an Institution
may require the management of other
conflicting financial interests, as the
Institution deems appropriate.
§ 50.606

I

I

Management of confllctlng

·nterests.

Remedies.

(a) If the failure of an Investigator. to
comply with the conflict of interest
policy of the Institution has.biased the
design, conduct. or reporting of the
PHS-funded research, the Institution
must promptly notify the PHS Awarding
Component of the corrective action
taken or to be taken. The PHS Awarding
Component will consider the situation ·
and, as necessary, take appropriate
action, or refer the matter to the
Institution for further action, which may
include directions to the Institution on
how to maintain appropriate objectivity
in.the funded project. _
/
(b) The HHS may at any time inquire
into the Institutional procedures and
actions regarding conflicting financial
interests in PHS-funded·research,
including a requirement for submission
of, or review on site, all records
pertinent to compliance with this
subpart. To the extent permitted by law,
HHS will maintain the confidentiality of
all records of financial interests. On the
basis of its review of records and/or
other information that may 'fie available,
the PHS Awarding Component may
decide that a particular conflict of
interest will bias the objectivity of the

PHS-funded research to such an extent
that further corrective action is needed
or that the Institution has not managed,
reduced, or eliminated the conflict of
interest in accordance with this .subpart.
The PHS Awarding Component may
determine that suspension of funding
~der 45 CFR 74.62 is necessary until
the matter is resolved.
(cl In any case in which the.HHS
determines that a PHS-funded project of
clinicairesearch whose purpose is to
evaluate the .safety or effectiveness of a
drug, medical·device, or treatment has
been designed,.conducted, or reportedby an Investigator with a.conflicting
interest that was not ·disclosed or
managed as required by this subpart, the
Institution must require .the
Investigator(s) involved to disclose the ..
conflicting interest in each pulilic
presentation of the results.of the

under PHS contracts will be biased by
any conflicting financial interest of an
Investigator .
§ 94.2

Appllcabillty.

This part is applicable to each
Institution that seeks PHS funding for
research and, through the
implementation of this part, to each
Investigator who participates in such
research (see § 94.4(a)); provided that
this part-does not apply to SBIR
Program Phase I applications.
§ 94.3

Definitions.

As used in this part:
Contractor means an entity that
provides property or services for .the
direct benefit or use of the Federal
Government.
.
HHS means the United States
Department of Health and Human.
Services, and any components of the
research.
Department to which the authority
§ 50.607 · Other HHS regulations thatapply. - involved may be delegated.
Institution means any public or
Several other regulations .and policies
private entity or organization (excluding
apply to this subpart.
a Federal agency)
They include, but are.not necessarily
(1) That submits a proposal for a
limited to:
research contract whether in response to .
42 CFR Part 50, Subpart D-Public Health
a solicitation from the PHS or otherwise,
Service grant appeals procedure
or
45 CFR Part 16-Procedures of the
(2) That assumes.the legal obligation
Departmental Grant Appeals Board
45 CFR Part 74-Uniform Administrative
to carry out the research required under
Requirements for Awards and Subawards
the contract.
to Institutions of Higher Education,
Investigator means the principal
Hospitals, Other Non-Profit Organizations,
investigator and any other person who
and Commercial Organizations; and
Certain Grants and Agreements with States, is responsible for the design, conduct, or
reporting of a research project funded by
Local Governments and Indian Tribal
PHS, or proposed for such funding. For
Governments
purposes of the requirements of this part
45 CFR Part 7~vernment-wide
debarment and suspension (nonrelating to financial interests,
procurement)
"Investigator" includes the
45 CFR Part 79-Program Fraud Civil
Investigator's spouse and dependent
Remedies
children.
45 CFR Part'92-Uniform Administrative
PHS means the Public Health Service,
Requirements for Grants and Cooperative
an operating division of the U.S.
Agreements to State and Local
Department of Health and.Human
Governments
Services, and any components of the
2. A new part 94 is added to 45 CFR,
PHS to which the authority involved
subtitle A, to read as follows:
may be delegated.
Public Health Service Act or PHS Act
PART 94-RESPONSIBLE
mean the statute codified at 42 U.S.C.
PROSPECTIVE CONTRACTORS
201 et seq,
Sec.
PHS Awarding Component means an
94-.1 Purpose.
organizatiQnal unit of the PHS that
94.2 Applicability.
funds research that is subject to this
94.3 Definitions.
part.
94.4 Institutional Responsibility Regarding
Research means a systematic
Conflicting Ihterests of Investigators.
investigation designed to develop or
94.5 Management of Conflicting Interests.
contribute to generalizable knowledge
94.6 Remedies.
relating broadly to public health,
Authority: 42 U.S.C. 216, 289b-1 , 299c-3.
including behavioral and social-sciences
§ 94.1 Purpose.
research'. The term encompasses basic
This part promotes objectivity in
and applied research and product
research by establishing standards to
development. As used in this part, the
ensure there is no reasonable
term includes any such activity for
expectation that the design, conduct, or which funding is available from a PHS
reporting of research to be performed
Awarding Component, whether
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authorized under the PHS Act or other
statutory authority.
Significant Financial Interest means
anything of monetary value. including
but not limited to, salary or other
payments for services (e.g., consulting
fees or honorariah equity interests (e.g.,
stocks, stock options or other ownership
interests); and intellectual property
rights (e.g., patents, copyrights and
royalties from such rights) . The term
does not include:
(1) Salary, royalties, or other
remuneration from the applicant
institution;
(2) Any ownership interests in the
institution, if the institution is·an
applicant under the SBIR Program;
(3) Income from seminars, lectures, or
teaching engagements sponsored by
public or nonprofit entities;
(4) Income from service on advisory
committees or review panels for public
or nonprofit entities;
(5) An equity interest that when
aggregated for the Investigator and the
Investigator's spouse and dependent
children, meets both of the following
tests: Does not exceed $10,000 in value
as determined through reference to
public prices or other reasonable
measures of fair market value, and does
not represent more than a five percent
ownership interest in any single entity;
or
(6) Salary, royalties or other payments
that when aggregated for the Investigator
and the Investigator's spouse and
dependent children over the next twelve
months, are not expected to exceed
$10,000.
Small Business Innovation Research
(SBIR} Program means the extramural
research program for small business that
is established by the A warding
Components of the Public Health
Service and certain other Federal
agencies under Pub. L. 97-219, the
Small Business Innovation Development
Act, as amended. For purposes of this
subpart, the term SBIR Program
includes the Small Business T1wbuo!ogy
Traps~ (STI'R) Program, which was
establli ed by Pub. L. 102-564.
§ 50.604

lnstltutlonal responslblllty

regarding conflicting Interests of
Investigators.

.

Each Institution must:
(a) Maintain an appropriate written,
enforced policy on conflict of interest
that complies with this subpart and
inform each Investigator of that policy,
the Investigator's reporting
responsibilities, and of these
regulations. If the Institution carries out
the PHS-funded research through
subgrantees, contractors, or
collaborators, the Institution must take
reasonable steps to ensure that

Investigators working for such entities
comply with this subpart, either by
requiring those Investigators to comply
with the Institution's policy or by
requiring the entities to provide
assurances to the Institution that will
enable the Institution to comply with
this subpart.
(b) Designate an institutional
official(s) to solicit and review financial
disclosure statements from each
Investigator who is planning to
participate in PHS-funded research.
(c)(l) Require that by the time an
application is submitted to PHS each
Investigator who is planning to
participate in the PHS-funded research
has submitted to the designated
official(s) a listing of his/her known
Significant Financial Interests (and
those of his/her spouse and dependent
children):
(i) That would reasonably appear to
be affected by the research for which
PHS funding is sought; and
(ii) In entities whose financial
interests would reasonably appear to be
affected by the research.
(2) All financial disclosures must be
updated during the period of the award,
either on an annual basis or as new
reportable Significant Financial
Interests are obtained.
(d) Provide guidelines consistent with
this subpart for the designated official(s)
to·identify conflicting interests and take
such actions as necessary to ensure that
such conflicting interests will be
managed, reduced, or eliminated.
(e) Maintain records of all financial
disclosures and all actions taken by the
Institution with respect to each
conflicting interest for at least three
years from the date of submission of the
final expenditures report or, where
applicable, from other dates specified in
45 CFR 74.53(b) for different situations.
(0 Establish adequate enforcement
mechanisms and provide for sanctions
where ap{lropriate.
(g) Certify, in each application for the
funding to which this subpart applies,
that:
(1) There is an effect at that Institution
a written and enforced administrative
process to identify and manage, reduce
or eliminate conflicting interests with
respect to all research projects for which
funding is sousilit from the PHS,
(2) Prior to tlie Institution's
expenditure of any funds under the
award, the Institution will report to the
PHS Awarding Component the
existence of a conflicting interest (but
not the nature of the interest or other
details) found by the institution and
assure that the interest has been
managed, reduced or eliminated in
accordance with this subpart; and, for
any interest that the Institution

identifies as conflicting subsequent 1
the Institution 's initial report under~ 8
award, the report will be made and th
con~ct_ing interest managed, reduce/
or elimmated, at least on an interim
basis, within sixty days of that
identification;
(3) The Institution agrees to make
information available. upon request, to
the HHS regarding all conflicting
interests identified by the Institution
and how those interests have been
managed. reduced , or eliminated to ·
protect the research from bias; and
(4) The Institution will otherwise
comply with this subpart.
§ 50.605

Management of conflicting

Interests.

(a) The designated official(s) must:
Review all financial disclosures; and
determine whether a conflict of interest
exists and, if so, determine what actions
should be taken by the institution to
manage, reduce or eliminate such
conflict of interest. A conflict of interest
exists when the designated official(s)
reasonably determines that a Significant
Financial Interest could directly and
significantly affect the design, conduct,
or reporting of the PHS-funded research.
Examples of conditions or restrictions
that might be imposed to manage
conflicts of interest include, but are not
limited to:
(1) Public disclosure of significant
financial interests;
(2) Monitoring of research by
independent reviewers;
(3) Modification of the research plan;
(4) Disqualification from participation
in all or a portion of the research funded
by the PHS;
(5) Divestiture of significant financial
interests; or
(6) Severance of relationships that
create act:.ial or potential conflicts.
(b) In addition to the types of
conflicting financial interest~ described
in this paragraph that must be managed,
reduced, or eliminated, an Institution
may require the management of other
conflicting financial interests, as the
Institution deems appropriate.
§ 50.808

RemedleL

(a) If the failure of an Investigator to
comply with the conflict of interest
policy of the Institution has biased the
design. conduct, or reporting of the
PHS-funded research, the Institution
must promptly notify the PHS Awarding
Component of the corrective action
taken or to be taken. The PHS Awarding
Component will consider the situation
and, as necessary. take appropriate
action, or refer the matter to the
Institution for further action, which may
include directions to the Institution on
how to maintain appropriate objectivity
in the funded project.
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.... (bl The HHS may at any time inquire

into the Institutional procedures and
actions regarding conflicting financial
interests in PHS-funded research,
including a review of all records
pertinent to compliance with this part.
}lliS may require submission of the
records or review them on site. To the
extent permitted by law JlliS will
maintain the confidentiality of all
records of financial interests. On the
basis of its review of records and/or
other information that may be available,

the PHS Awarding Component may
decide that a particular conflict of
interest will bias the objectivity of the
PHS-funded research to such an-extent
that further corrective action is needed
or that the Institution has not managed,
reduced, or eliminated the conflict of
interest in accordance with this part.
The issuance of a Stop Work Order by
the Contracting Officer may be
necessary until the matter is resolved.
(c) In any case in which the HHS
determines that a PHS-funded project of
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clinical research whose purpose is to
evaluate the safetv or effectiveness of a
drug, medical device, or treatment has
been designed, conducted, or reported
by an Investigator with a conflicting
interest that was not disclosed or
managed as required by this part, the
Institution must require disclosure of
the conflicting interest in each public
presentation of the results of the
research.
[FR Doc. 95-16799 Filed 7-10-95; 8:45 am)
BILLJHO CODE 4140-41-M
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The following swnmarizes the
changes and clarifications to NSF 's
Investigator Financial Disclosure
Investigator Financial Disclosure Policy:
Policy
Grant Policy Manual References: All
references to GPM 310 will be changed
AGENCY: National Science Foundation.
to GPM 510.
ACTION: Notice of technical changes to
Disclosures by In vestigators:
investigator financial disclosure policy.
Subparagraph b of GPM 510 will be
revised to require disclosure to the
SUMMARY: The National Science
institution's representative of significant
Foundation (NSF) is making certain
financial interests that "would
technical changes and clarifications to
reasonably appear to be affected" by the
its Investigator Financial Disclosure
activities funded or proposed for
Policy in order to make the Policy more funding by NSF. Previously, the
consistent with the provisions of the
provision had required disclosure of
final Department of Health and Human
interests that "reasonably appear to be
Services (HHS) rule on this subject.
directly and significantly affected" by
EFFECTIVE DATE: The effective date of the such activities. This change will result
Investigator Financial Disclosure Policy in a slightly broader disclosure by the
investigator. As explained below, the
and these technical changes is October
1, 1995. Proposals submitted on or after institutional representative(s) will be
responsible for reviewing the
October 1, 1995 must contain the new
disclosures to determine which
certifications set forth in the Policy.
disclosed interests could directly and
EFFECTIVE DATES: Christopher L. Ashley,
significantly affect the design, conduct
Assistant General Counsel, National
or reporting of the research.
Science Foundation, 4201 Wilson
Definition of "Significant Financial
Boulevard, Room 1265, Arlington, VA
Interest"-Exclusions: For greater
22230, (703) 306-1060.
clarity, the exclusion set out in
SUPPLEMENTARY INFORMATION:
subparagraph b.5 ofGPM 510 will be
split into two separate exclusions-one
Paperwork Reduction Act Control
for equity interests and one for other
Number 3145-0149
types of payments. Also , the dollar
On June 28, 1994 NSF published in
threshold increased from $5,000 to
the Federal Register a final Policy
$10,000. To be excluded from the
announcing revised award conditions
definition of "significant financial
relating to investigator financial
interest," an equity interest, when
disclosure. Those revised conditions
aggregated for the Investigator and his or
require grantee institutions to maintain
her spouse and dependent children,
written and -enforced policies on
must be under both the $10,000 and five
investigator conflict of interest. 59 FR
percent ownership thresholds. For
33308 (June 28, 1994).
example , an investigator who owns an .
NSF has been coordinating its
equity interest which is worth $20,000
Investigator Financial Disclosure Policy (with reference to public prices or other
with the Public Health Service and the
reasonable measures of fair market
Office of the Secretary of the
value), but which represents only one
Department of Health and Human
percent ownership in the entity, would
Services (HHS). At the same time NSF
nevertheless be required to disclose that
published its final policy, HHS
interest if it would reasonably appear to
published a notice of proposed
be affected by the research or
rulemaking also dealing with
educational activities funded or
investigator conflicts. HHS received and proposed for funding by NSF.
reviewed public comments on that
Conflicts of Interest: In subparagraph
proposed rule, and is issuing in this
d of GPM 510, the definition of a
Federal Register its final rule regarding
conflict of interest will be revised. As
investigator conflicts that will be
revised, a conflict of interest exists if the
effective on October 1, 1995. In
reviewer{s) of disclosures determines
cooperation with HHS, NSF is now
that a significant financial interest
making certain cou-esponding technical "could directly and significantly affect
changes and clarifications to its
the design, conduct, or reporting of'
Investigator Financial Disclosure Policy NSF-funded activities. Thus, contrary to
in order to maintain consistency with
the previous definition, the reviewer(s)
the final HHS rule. In addition, NSF and rather than the investigator determines
HHS will be working together to
whether a significant financial interest
develop common guidance, including a directly and significantly affects the
set of questions and answers, to help
design, conduct or reporting of NSFinstitutions implement conflict of
funded activities.
Timing of Conflict of Interest Review
interest policies that comply with both
and Resolution; In order to conform
HHS and NSF requirements.
NATIONAL SCIENCE FOUNDATION

with the HHS final rule . the
Certification for Authorized
Institutional Representative or
Individual Applicant (in the Section
WHAT WOULD BE REQUIRED IN
PR~PO'.'A~S) will be changed to require
the mstitution_al representative to certifv
that any identified conflicts of interests·
will be managed, reduced or eliminated
"prior to the institution's expenditure of
any funds under the award." The
certification previously required
resolution of conflicts "prior to funding
the award." This technical change will
enable institutions to refrain from
reviewing and resolving identified
conflicts until after the award is funded ,
thereby eliminating the need to review
and resolve conflicts in proposals that
do not get funded._Also, the last
sentence of the certification has been
separated into two sentences to clarify
that conflicts of interest that cannot be
satisfactorily managed, reduced or
elimirtated must be reported to NSF.
Accordingly, the certification will now
read as follows:
In addition , if the applicant institution
employs more than fifty persons, the
authorized official of the applicant
institution is certifying that the institution
has implemented a written and enforced
conflict of interest policy that is consistent
with the provisions of Grant Policy Manual
Section 510; that to the best of his/her
knowledge, all financial disclosures required
by that conflict of interest policy have been
made; and that all identified conflicts of
interest will have been satisfactorily
managed, reduced or eliminated prior to the
institution's expenditure of any funds under
the award, in accordance with the
institution's conflict of interest policy.
Conflicts which cannot be satisfactorily
managed, reduced or eliminated must be
disclosed to NSF.

Deletion of Additional Certification
for Principal Investigators and CoPrincipal Investigators : In order to
conform with the HHS final rule, NSF's
policy will be revised to delete the
additional Certification for Principal
Investigators and Co-Principal
Investigators that was previously to be
included in Section C-1 of Part II of the
Grant Proposal Guide and on Page 2 of
the NSF Form 1207, Cover Sheet for
Proposai to NSF. Although submission
of the additional certification to NSF is
no longer required, NSF believes that
most institutions' -policies will have
principal and co-principal investigators
certify to the institution t1iat the
investigator has read and understands
the institution's policy, that all required
disclosures were made and that the
investigator will comply with any
conditions or restrictions imposed by
the institution to manage, reduce or
eliminate conflicts of interest.
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changes to resolve minor
inconsistencies between its policy and
the final HHS rule. These changes are
not intended to alter the meaning of any
provision of NSF's final policy. The
changes are as follows:
a. In subparagraph b.1 of GPM 510,
the word "applicant" will be added
before the word "institution." The
exclusion from the definition of
" significant financial interest" will now
read "salary, royalties or other
remuneration from the applicant
institution."
b. In subparagraph c of GPM 510, the
word "pendency" will be replaced with
the word "period" . An institutional
policy must require financial
disclosures to be updated during the
period the award is in effect.
c. In subparagraph d of GPM 510,
immediately before the list of examples
of conditions or restrictions to manage ,
reduce or limit conflicts of interest, the
words "but are not limited to" will be
added after "include."
d. In the second sentence of
subparagraph d of GPM 510, the phrase
" research or educational activities

Other Clarifications
1 . Application of Policy to Increments
of Major Awards: In addition to new
NSF proposals. the Policy will apply to
certain large ongoing projects such as
centers and other activities that are
currently being funded by NSF on an
incremental basis through cooperative
agreements or other agreements for
which new proposals may not be
submitted for several years. NSF will
require that institutions and
investigators involved in such projects,
at the time of their first funding
increment which occurs after October 1,
1995, provide the certifications required
by the Policy for all cooperative
agreements and for all continuing grant
increments exceeding $1,000,000. Such
awardees will be advised in advance in
writing by the Grants Officer that they
will be required to have a policy in
place and submit the required
certifications as a condition of future
funding increments.
2. In addition to the technical changes
and clarifications announced above,
NSF has made a small number of word
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funded or proposed for funding by
NSF" will be replaced with the phrase
" NSF-funded research or educational
activities."
e. Subparagraph g of GPM 510 will be
revised to require institutions to
maintain records " for at least three years
beyond the termination or completion of
the grant to which they relate, or until
the resolution of any NSF action
involving -those records, whichever is
longer."
f. The words " actual or potential" will
be deleted in all places where they are
used to modify "conflict of interest."
3. Paperwork and Recordkeeping
Burden: In cooperation with HHS, NSF
has revised its estimate of the
paperwork burden associated with the
Policy in order to make its estimate
consistent with HHS' and to conform to
certain changes in the law since NSF
issued the final Policy. NSF and HHS
have used the same methodology in
estimating respective paperwork
burdens for their rules.
NSF's revised estimates are as
follows:

REPORTING AND RECORDKEEPING

•

Number of
respondents
Files• ....................................................................................................................................................... .
Reports of conflict to NSF•· ...................................................................................... :........................... ..
Subsequent reports of conflict of interest ............................................................................................... .

Hours per
response

Total

2,300
50

4

9,200

80

4,000

7

2

14

• Consistent with HHS methodology, NSF is now using the number of files expected to be necessary as a basis for estimating the Policy's recordkeeping burden. NSF estimates that the Policy will apply to approximately 10,000 awards annually and that 23% of all investigators will have
disclosures which will require the creation of a file. NSF estimates that TT% of investigators will not have disclosures requiring the creation of a
file. NSF estimates that it will require four hours for the establishment and maintenance of a file .
.. HHS has estimated that it will receive 200 reports of conflicts of interest. NSF believes that it will receive significantly fewer reports of con-.
flicts because NSF makes fewer awards annually than HHS and because, on average, activities funded by NSF are less likely to affect the financial interests of investigators.
DISCLOSURE BY INVESTIGATORS
Hours per
response

Number of respondents
38,000 ........................................................................................... - .....- ........................................................................ ..

1.0

Total
38,000

INSTITUTIONAL DISCLOSURE OF POLICY TO INVESTIGATORS***
~

Number of Institutions
2,000 .......................................................................................- ............ ·......... ·............................................................... .

Hours per
response
20

Total -

40,000 -

·•• NSF did not initially include an estimate for this aspect of the paperwork burden. However, in light of revisions to the Paperwork Reduction
Act, effective October 1, 1995, which will require this element to be estimated, NSF is including such an estimate. NSF's estimate is consistent
with that of HHS.

•

Total hours for reporting,
recordkeeping and disclosure: 91,214.
In accordance with the requirements
of the Paperwork Reduction Act of1980,.
the National Science Foundation has
submitted the information collection
requirements cited above to 0MB for

review and approval. Organizations and
individuals desiring to submit
comments on the information collection
reqwrements and the estimated burden
should direct such comments to the
information address cited above and to:
NSF Desk Officer, Office of Information

and Regulatory Affairs, 0MB, New
Executive Office Building, Room· 10235,
725 17th Street NW., Washington, DC
20503 .
Accordingly, NSF's Investigator
Financial Disclosure Policy now reads
as follows:
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The Investigator Financial Disclosure
of interest. Guidance for such policies
Policy
has been issued by university
associations and scientific societies. 1
NSF's Investigator Financial
b. An institutional conflict of interest
Disclosure Policy has the following
policy should require that each _
primary features:
investigator disclose to a responsible
A. A requirement that any NSF
representative
of the institution all
grantee employing more than fifty
significant financial interests of the
persons maintain "an appropriate
investigator (including those of the
written and enforced policy on conflict
investigator's spouse and dependent
of interest. "
children) (i) that would reasonably
B. Minimum requirements for what
must be in an institution's policy. These appear to be affected by the research or
educational activities funded or
include (a) limited and targeted
financial disclosure, (b) designation of a proposed for funding by NSF; or (ii) in
entities whose financial interests would
person(s) to review the disclosures and
reasonably appear to be affected by suc.ll
resolve actual or potential problems
activities.
revealed, (c) enforcement mechanisms,
The term investigator means the
and (d) arrangements for informing NSF principal investigator, co-principal
of conflicts issues that are not resolved
investigators, and any other person at
to the satisfaction of the institution.
the institution who is responsible for
Changes made to NSF issuances to
the design, conduct, or reporting of
establish and communicate the Policy
research or educational activities
are described below. Copies.of the NSF
funded or proposed for fun~g ~y NSF.
Grant General Conditions and the NSF ·
The term significant financial interest
Grant Proposal Guide referenced in -the
means anything of monetary value,
Pblicy may be obtained from the
including, but not limited to , salary or
National Science Foundation, Forms
other payments for service_s (e.g., .
and Publications Unit, 4201 Wilson
consulting fees or honorana); eqwty
Blvd., Rm. P-15, Arlington, Virginia
interests (e.g .• stocks, stock options or
22230, (703) 306-1130, Internet:
other ownership interests); and
pubs@nsf.gov. Copies of th~ NSF Grant
intellectual property rights (e.g., patents,
Policy Manual may be obtamed from the copyrights and royalties from such
Government Printing Office.
rights). The term does not include:
1. Salary, royalties or other
What Would be Required in
remuneration from the applicant
Institutional Policies
institution;
Grant General Conditions
2. Any ownership interests in the
institution, if the institution is an
Insert a new subparagraph b. to
applicant under the Small Business
Article 23:
Innovation Research Program or Small
Records of investigator financial
Business Technology Transfer Program;
disclosures and of actions taken to
3. Income from seminars, lectures, or
manage conflicts of interest (see Grant
teaching engagements sponsored by
Policy Manual Section 510), shall be
public or nonprofit en!-ities;
.
retained until 3 ye&IS after the later of
4.
Income
from
seIVIce
on
advisory
the termination or completion of the
committees or review panels for public
award to which they relate, or the
or nonprofit entities;
resolution of any government action
5. An equity interest that, when
involving those records.
aggregated for the investig!ltor and the
Renumbersubsequentsubparagraphs
investigator's spouse and dependent
accordingly.
children, meets both of the following
Insert a new Article 33:
tests: does not exceed $10,000 in value
For proposals submitted on .or after
as determined through reference to
October 1, 1995, if the grantee employs
public prices or other reasonable
more than fifty persons, the grantee
measures
of fair market value, and does
shall maintain an appropriate written
and enforced policy on conflict of
1 See On Preventing Conflicts of Interests in
interest consistent with the provisions
Government-Sponsored Research at Universities, a
of Grant Policy Manual Section 510.
Joint Statement of the Council of the American
Renumber subsequent articles
Association of University Professors and the
AmMican Council on Education (1964); Managing
accordingly.

Grant Policy Manual
Add a new GPM 510 "Conflict of
Interest Policies":
a. NSF requires each grantee
institution employing more than fifty
persons to maintain an appropriate
written and enforced policy on conflict

Externally Funded Programs at Colleges and
Universities, especially " Principle X. Research
Ethics and Conflicts" . issued by the Council on
Government Relations (1989); Guidelines for
Dealing with Faculty Conflicts of commitment and
Conflicts of Interest in Research, issued by the
Association of American Medical Colleges (1990);
and Framework Document for Managing Financial
Confl icts of Interest, issued by the Association of
American Universities (1993).

not represent more than a 5%
ownership interest in any single entity;
or
6. Salary, royalties or other payments
that, when aggregated for the
investigator and the investigator's
spouse and dependent children, are not
expected to exceed $10,000 during the
next twelve month period.
c. An institutional policy must ensure
that investigators have provided all
required financial disclosures at the
time the proposal is submitted to NSF.
It must also require that those financial
disclosures are updated during the
period of the award, either on an annual
basis, or as new reportable significant
financial interests are obtained.
d. An institutional policy must
designate one or more persons to review
financial disclosures, determine
whether a conflict of interest exists, and
determine what conditions or
restrictions, if any, should be imposed
by the institution to manage, reduce or
eliminate such conflict of interest..A
conflict of interest exists when the
reviewer(s) reasonably determine that a
significant financial interest could
directly and significantly affect the
design, conduct, or reporting of NSFfunded research or educational
activities.
Examples of conditions or restrictions
that might be imposed to manage,
reduce or eliminate conflicts of interest
include, but are not limited to:
1. Public disclosure of significant
financial interests;
2. Monitoring ofresearch by
independent reviewers;
3. Modification of the research plan;
4. Disqualification from participation.
in the portion of the NSF-funded
research that would be affected by the
significant financial interests;
_
5. Divestiture of significant finanoal
interests; or
6. Severance of relationships that
create conflicts.
.
If the reviewer(s) determines that
imposing conditions or restrictions
would be either ineffective or
inequitable, and that the pot~ntial
negative impacts that may anse from a
significant financial interest are
outweighed by interests of scientific
progress, technology transfer, or the
public health and welfare, then the
reviewer(s) may allow the research to go
forward without imposing such
conditions or restrictions.
e. The institutional policy must
include adequate enforcement
mechanisms, and provide for sanctions
where appropriate.
f. The institutional policy must
include arrangements for keeping NSF's
Office of General Counsel appropriately
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informed if the institution finds that it
is unable to satisfactorily manage a
conflict of interest.
g. Institutions must maintain records
of all financial disclosures and of all
actions taken to resolve conflicts of
interest for at least three years beyond
the termination or completion of the
grant to which they relate, or until the
resolution of any NSF action involving
those records, whichever is longer.
What Would Be Required in Proposals

Grant Proposal Guide
Section II.C.1, INSTRUCTIONS FOR
PROPOSAL PREPARATION, at the end
of the Certification for Authorized
Institutional Representative or
Individual Applicant, will be revised to
add:
A new certification will be·added that
requires an institutional representative
to certify that the institution has
implemented a written and enforced

policy on conflicts of interest consistent
with the provisions of Grant Policy
Manual Section 510: that to the best of
his/her knowledge, all financial
disclosures required by that conflict of
interest policy have been made ; and that
all identified conflicts of interests will
have been satisfactorily managed,
reduced or eliminated prior to the
institution 's expenditure of any funds
under the award , in accordance with the
institution's conflict of interest policy.
Conflicts which cannot be satisfactorily
managed, reduced or eliminated must
be disclosed to NSF.
Page 2 of the NSF Form 1207, Cover
Sheet for Proposal to the NSF, will be
revised to add the following to the end
of the section on Certification for
Authorized Institutioml Representative
or Individual Applicant: .
In addition, if the applicant
institution employs more than fifty
persons , the authorized official.of the
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applicant institution is certifying that
the institution has implemented a
written and enforced conflict of interest
policy that is consistent with the
provisions of Grant Policy Manual
Section 510; that to the best of his/her
knowledge , all financial disclosures
required by that conflict of interest
policy have been made; and that all
identified conflicts of interest will have
been satisfactorily managed, reduced or
eliminated prior to the institution 's
expenditure of any funds under the
award, in accordance with the
institutiap's conflict of interest policy.
Conflicts which cannot be satisfactorily
managed, reduced or eliminated must
be disclosed to NSF.
Dated: May 17 , 199-5:

Lawrence Rudolph,
General Counsel.
[FR Doc. 95-16800 Filed 7-10-95; 8:45 am)
BILLING CODE 7555-41-M

UAR NUMBER:

120.03

TITLE: Instruction Evaluation Plan
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 10/03/1995
REVISION DATE(S):

10/ 17/2013 ; 07/12/20 18

AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY) :

PURPOSE:
To estab lish administrative practices and procedures for the evaluation of instruction in the classroom.
PROCEDURAL REFERENCES FOR: Other, PAc-2, PAc-27, PAc-30, PAc-35

SCOPE:
Morehead State University Faculty

DESCRIPTION (INCLUDE DEFINITIONS):
I. Standardized instructional feedback instruments ("standard instruments") will be selected by the Provost in
consultation with the Faculty Senate, Chairs' Forum, and Dean' s Counc il.
2. The standard instruments will be used each semester by each tenure-track faculty , according to approved guidelines.
3. Instructional feedback instruments ("departmental instruments"), which may be the same as or different from the
standard instruments, wi ll be se lected by the tenured faculty of the Department or School and approved by the Dean of
the College.
4. Departmental instruments will be used by each tenured and non-tenure-track facu lty each semester according to
guidelines established by the Chair or Associate Dean in cons ultation with the faculty of the Department or School and
approved by the Dean of the College.
5. Standard instruments will be distributed and processed as directed by the Testing Center. Departmental instruments
that are not standard instruments will be distributed and processed as directed by the Chair or Associate Dean. The Chair
or Associate Dean will keep one copy of the results of each class of each fac ulty member and will send one copy to the
facu lty member. In handling these evaluation results , care shall be taken to protect their confi dentia lity.
6. The eva luation results produced under this policy wi ll be used by Chairs and Associate Deans and faculty comm ittees
in accord with departmental FEP when making recommendations and/or evaluations related to contract renewals for
probationary faculty, for the re-employment of lecturers and part-time faculty, and for tenure and promotion decis ions.
These evaluations will also be used as appropriate by those making recommendations on merit increases, sabbaticals and
educational leaves or for other such evaluations as may be needed to detennine quality.
7. The departments and their facu lty must develop additiona l approaches to evaluate and improve teaching.

APPROVED BY:

VICE PRESIDENT:

-4~W-~
_,___ _ _

DATE: --,

/i-2-J1<?

APPROPRIATE INSTITUTIONAL REVIEW: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ _ __
PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE:

1
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 120.02
Title: Instruction Evaluation Plan
Originator:

Provost

Initial Adoption: 10/03/1995
Revision Dates: 10/17/13

I.

Purpose:
Defines the categories under which an excused absence
request can be made, the process for rescheduling missed work, and the
appeals process.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X
UAR, specify Revision of UAR 120.01
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
All Faculty Evaluations

Attach a description of the UAR.

(Description Attached)

Approved by:

76aie
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UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL
ADOPTION:
REVISION
DATES :
PURPOSE:

PROCEDURAL
REFERENCES
FOR:
SCOPE (Who
is covered by
this UAR?):

120.02

Instruction Evaluation Plan
Provost
10/03/1995
10/17/2013

To establish administrative practices and procedures for the evaluation
of instruction in the classroom .
Other, PAc-2 , PAc-27, PAc-30, PAc-35

Morehead State University Faculty

1. Standardized instructional feedback instruments ("standard
instruments") will be selected by the Provost in consultation with the Faculty
Senate, Chairs' Forum , and Dean's Council.
2. The standard instruments will be used each semester by each tenuretrack faculty , according to guidelines established by the Dean's Council in
consultation with the Faculty Senate and the Chairs' Forum .
3. Instructional feedback instruments ("departmental instruments"), which
may be the same as or different from the standard instruments, will be
selected by the tenured faculty of the Department or School and approved
by the Dean of the College.
4. Departmental instruments will be used by each tenured and non-tenuretrack faculty each semester according to guidelines established by the
Chair or Associate Dean in consultation with the faculty of the Department
or School , and approved by the Dean of the College .
5. Standard instruments will be distributed and processed as directed by the
Testing Center. Departmental instruments that are not standard instruments
will be distributed and processed as directed by the Chair or Associate
Dean . The Chair or Associate Dean will keep one copy of the results of
each s;lass of each faculty member and will send one copy to the faculty
member. In handling these evaluation results , care shall be taken to protect
their confidentiality.
6. The evaluation results produced under this policy will be used by Chairs
and Associate Deans and faculty committees in accord with departmental
FEPs when making recommendations and/or evaluations related to contract
renewals for probationary faculty, for the re-employment of lecturers and
part-time faculty, and for tenure and promotion decisions. These

evaluations will also be used as appropriate by those making
recommendations on merit increases , sabbaticals and educational leaves
or for other such evaluations as may be needed to determine quality.
7. These evaluations shall not be the sole basis for determining
instructional effectiveness of the faculty. The departments and their faculty
must develop additional approaches to evaluate and improve teaching .

Approved by: Wayne D. Andrews , President Date: 02/07/2014

UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL
ADOPTION:
REVISION
DATES :
PURPOSE:

PROCEDURAL
REFERENCES
FOR:
SCOPE (Who
is covered by
this UAR?):

120.02

Instruction Evaluation Plan
Provost
10/03/1995
10/17/2013

To establish adm inistrative practices and procedures for the evaluation
of instruction in the classroom .
Other, PAc-2, PAc-27 , PAc-30 , PAc-35

Morehead State University Faculty

1. Standardized instructional feedback instruments ("standard
instruments") will be selected by the Provost in consultation with the Faculty
Senate, Chairs' Forum , and Dean 's Council.
2. The standard instruments will be used each semester by each tenuretrack faculty, according to guidelines established by the Dean's Council in
consultation with the Faculty Senate and the Chairs' Forum .
3. Instructional feedback instruments ("departmental instruments"), wh ich
may be the same as or different from the standard instruments, will be
selected by the tenured faculty of the Department or School and approved
by the Dean of the College .
4 . Departmental instruments will be used by each tenured and non-tenuretrack faculty each semester according to guidelines established by the
Chair or Associate Dean in consultation with the faculty of the Department
or School , and approved by the Dean of the College.
5. Standard instruments will be distributed and processed as directed by the
Testing Center. Departmental instruments that are not standard instruments
will be distributed and processed as directed by the Chair or Associate
Dean. The Chair or Associate Dean will keep one copy of the results of
each class of each faculty member and will send one copy to the faculty
member. In handling these evaluation results , care shall be taken to protect
their confidentiality.
6. The evaluation results produced under this policy will be used by Chairs
and Associate Deans and faculty committees in accord with departmental
FEPs when making recommendations and/or evaluations related to contract
renewals for probationary faculty , for the re-employment of lecturers and
part-time faculty, and for tenure and promotion decisions. These

evaluations will also be used as appropriate by those making
recommendations on merit increases, sabbaticals and educational leaves
or for other such evaluations as may be needed to determine quality.
7. These evaluations shall not be the sole basis for determining
instructional effectiveness of the faculty . The departments and their faculty
must develop additional approaches to evaluate and improve teaching .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

120.01

INSTRUCTION EVALUATION PLAN

Originator:

Executive Vice President for Academic Affairs

Initial Adoption:

October 3, 1995

Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
x

Ill.

To establish administrative practices and procedures for the
evaluation of instruction in the classroom.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify
PAc-2, PAc-27, PAc-30

Scope (Who is covered by this UAR?):
Morehead State University Faculty

Attach a description of the UAR.

Ronald G. Eaglin, P

(Description Attached)

i

Date

UAR NUMBER: 120.01
TITLE: Instruction Evaluation Plan
ORIGINATOR: Executive Vice President for Academic Affairs
INITIAL ADOPTION: 10/03/1995
REVISION DATES:
PURPOSE: To establish administrative practices and procedures for the evaluation
of instruction in the classroom .
PROCEDURAL REFERENCE FOR:
Other, PAc-2, PAc-27, PAc-30
SCOPE (Who is covered by this UAR?): Morehead State University Faculty
PROCEDURE:
1. Standardized instructional feedback instruments for use
by faculty in their classes will be selected by the University Faculty
Development Committee and approved by the Executive Vice President for
Academic Affairs.
2. Instruments will be used by each faculty each semester according to
guidelines established by the Dean's Council in consultation with the
Faculty Senate and the Chairs' Forum . The guidelines will specify
faculty use of the instrument.
3. The Testing Center will provide sufficient instruments to the
faculty , and the faculty shall have a disinterested person administer,
collect, and deliver the instruments to the department chair's office.
The instruments will be returned directly to the Testing Center for
processing .
4. Once processed , the Testing Center shall return the results directly
to the department chair. The department chair will keep one copy of the
results for each class of each faculty member and return the other copies
to the faculty member. In handling these evaluation results care shall
be taken to protect the confidentiality of them .
5. All evaluations will be included by the faculty in petitions and
portfolios for merit increases, promotion , tenure , sabbaticals and
educational leaves or wherever evaluation may be needed to determine
quality. These evaluations will also be used by department chairs when
making recommendations such as contract renewals for probationary
faculty and for the re-employment of lecturers and part-time faculty.
6. These evaluations shall not be the sole basis for determining
instructional effectiveness of the faculty . The departments and their
faculty must develop additional approaches to evaluate and improve
teaching .

UAR Distribution List
The following shall receive a copy of the UAR # 120.01
Titled:

Instruction Evaluation Plan

Date:

October 3, 1995
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate
Staff Congress
Student Government Association

Others:*
Department Chairs

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

Appropriate VP is responsible for distribution to those people in his/her division.

j
DEANS' COUNCIL
April 12, 1995
IN ATTENDANCE: John C. Philley , Judy Rogers, Marc Glasser, John Kleber,
Beverly McCormick, Gera ld DeMoss, Richard Daniel, Larry Keenan, Donna Meade
1.

Information Distribut ion

Mr. Ranvier met with the Deans to discuss how the
College deans want class rolls, advisee lists and
grade rolls printed and distributed.
Mr. Ranvier also stated that when the Registrars
Office receives the "yellow" card from advisees
they prepare the official checksheet for that
student. They do not need another card unless the
student changes their major/minor. He stated that
some faculty are sending these cards to get a copy
of the checksheet. Copies of checksheets should
be printed/obtained from the departments.

2.

Off-Campus Orientation

Off-campus orientations are scheduled as follows:
April 25, Ashland Center
April 26, Lees College
April 27, Big Sandy Center
The College Deans need to decide who should
attend these sessions.

3.

Salary Increase for
Continuing Fixed-Term
Faculty

It was decided that continuing fixed -term faculty
should receive a 1 % increase for 1995-96.

4.

Reorganization

Dr. Philley discussed his proposed reorganization.

5.

PAd-9

It was decided that the proposed PAd-9 should be
given to Dr. Rudy for the Chairs' Forum to review.

6.

Other

Dr. Rogers discussed the proposed "Learning
Community Program" for students who have not
met our admissions standards. A copy of the
proposal will be sent to t he Deans .
Dr . Rogers as ked how ma ny IDEA forms can be
given to t he fa c ult y for the ir ev al uat ions . The
Testing Center has had requests f ro m some facu lty
to use the form in mo re than two classes. The

Deans' Council
April 12, 1995
Page 2
foll ow ing should be en f orced: t enured facult y are
t o use t he IDEA form in t wo different classes in a
year. Probationary faculty (tenured-track) are to
use t he form in t wo different classes each
semester .
Dr. Philley stated that the Faculty Senate had
passed a resolution which provides relief to
students who have more than two final exams
scheduled in one day. This information should be
included in the catalog and the schedule of
classes.
Dr. Philley asked Mr. Keenan to send him
notification about the Faculty Senate's action
regarding the proposed "Dead Week."
The revision to PAc-1 will be on the May 12 BOA
agenda.
Dr. Philley asked Dr. Danie l to inform the KTIP
coordinator that the PARs to pay our faculty should
be processed at the end of each semester.
Dr. Glasser stated that the commencement at
EKCC will be Friday, May 12 at 6:00 p .m.
The meet ing adjourned .
c:

Dr. Eaglin
Mr. Dailey
Mr. Kappes
Mr. Mincey
Mr. Besant
Department Chairs
Faculty Sen ate Offic e

120.01

TITLE:

INSTRUCTION EVALUATION PLAN

PURPOSE:

To establish administrative practices and procedures for the
evaluation of instruction in the classroom.

PROCEDURE:

1.

Standardized instructional feedback instruments for use
by faculty in their classes will be selected by the
University Faculty Development Committee and approved
by the Executive Vice President for Academic Affairs.

2.

Instruments will be used by each faculty each semester
according to guidelines established by the Deans' Council
in consultation with the Faculty Senate and the Chairs'
Forum. The guidelines will specify faculty use of the
instrument.

3.

The Testing Center will provide sufficient instruments to
the faculty, and the faculty shall have a disinterested
person administer, collect, and deliver the instruments to
the department chair's office. The instruments will be
returned directly to the Testing Center for processing.

4.

Once processed, the Testing Center shall return the
results directly to the department chair. The department
chair will keep one copy of the results for each class of
each faculty member and return the other copies to the
faculty member. In handling these evaluation results care
shall be taken to protect the confidentiality of them.

5.

All evaluations will be included by the faculty in petitions
and portfolios for merit increases, promotion, tenure,
sabbaticals and educational leaves or wherever evaluation
may be needed to determine quality. These evaluations
will also be used by department chairs when making
recommendations such as contract renewals for
probationary faculty and for the re-employment of
lecturers and part-time faculty.

6.

These evaluations shall not be the sole basis for
determining instructional effectiveness of the faculty.
The departments and their faculty must develop
additional approaches to evaluate and improve teaching.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 121.02
Title:

Conference Services

Originator:

Vice President for Student Life

Initial Adoption: 7/16/1996
Revision Dates:

3/26/2010

I.

Purpose:
Prescribes policies and procedures for scheduling and
coordinating facilities for University-hosted or guest-hosted events

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify Annual Budget Authorization

Scope (Who is covered by this UAR?):
Internal and external clients using University facilities for events

Attach a description of the UAR.

(Description Attached)

Approved by:

J!lf:;:~~

l

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope:

121.02
Conference Services
Vice President for Student Life
07/16/1996
03/26/2010
Prescribes policies and procedures for scheduling and coordinating
facilities for University-hosted or guest-hosted events.
Other, Annual Budget Authorization
Internal and external clients using University facilities for events.

Purpose:

Morehead State University strongly encourages all of its units to
develop events and activities for constituencies inside and outside the
University. The Office of University Center and Conference Services
(UCCS) will assist and support all units in making arrangements for
these events and activities. This UAR prescribes the policies and
procedures related to scheduling and coordinating all campus events
such as conferences , meetings, workshops , camps, clinics,
symposiums and other University-sponsored or -hosted guest
activities and events.

Description:

RESPONSIBILITY: It shall be the responsibility of the Office of
University Center and Conference Services to coordinate support
services for the activities and events listed above utilizing on-campus
facilities , grounds and resources . Responsibility shall include
scheduling of facilities and services, approving contract, assessing
fees and billing of all costs associated with the activity or event.
APPLICABILITY: The policies and procedures apply to all MSU
faculty , staff, students and external users of University facilities,
grounds and resources.
GUIDELINES: Facilities will be scheduled on a first-come, first-served
basis, and should be scheduled as much in advance of the event as
possible. The Office of University Center and Conference Services
reserves the rights to adjust scheduled accommodations to best meet
the needs of Morehead State University in those rare instances when
this may become necessary.
The Office of University Center and Conference Services has the
authority to schedule groups, facilities and services in a manner that
allows for the most effective use of University resources and to make
decisions that are in the best interest of the intuition.
The Office of University Center and Conference Services reserves the
right to schedule major University events/activities (e.g., New Student
Days, Family Weekend, Homecoming, etc.) over other University-

hosted events in the rare instance that this becomes necessary.
All University facilities other than those times that accommodate the
regular academic schedule of classes (Monday thru Friday, 8:00 AM 4:30 PM, including evening classes) must be scheduled through the
Office of University Center and Conference Services.
Scheduling of resources needed to support the event or activity will be
coordinated by the Office of University Center and Conference
Services (e.g., Dinning Services, Facility Management, University
Police Department, etc.). The estimated fees will be included in any
agreement/contract prior to the formal scheduling of the event/activity.
FEES/CHARGES: The Office of University Center and Conference
Services will establish fees and charges in cooperation with the
sponsoring University department or organizer and non-University
sponsor. Fees and charges will be sufficient to cover the cost of the
activity and will include facility usage and support service charges as
appropriate. Departmental sponsors should consider the department's
revenue objectives when establishing the fee to charge for
participation in the activity. The Office of University Center and
Conference Services will establish procedures for enabling service
providers to receive reimbursement for service.
The Office of University Center and Conference Services shall
establish , by January 1, for the next fiscal year. The rates are
maintained in the Office of University Center and Conference
Services.
The Office of University Center and Conference Services shall
reimburse University resources in accordance with the established
rates .
When a scheduled event/activity is cancelled , the Office of University
Center and Conference Services should be contacted as soon as
possible . Cancellations not received at least twenty four (24) hours
prior to a scheduled event may be subject to a cancellation fee .
Users are financially responsible for any damages which occur during
their use of campus facilities . Groups having outstanding bills with any
University department may not reserve additional space until those
charges have been paid.
University-Sponsored Events: University-sponsored events are
events/activities organized and arranged by units of Morehead State
University. Written confirmation of support for the event/activity by the

unit director, department chair, Dean or Vice President must be
provided to the Office of University Center and Conference Services.
University-sponsored events will generally be supported without
charge for facilities if scheduled at least two (2) weeks in advance of
the event. Charges related to unusual but required resources will be
assessed regardless of the timing of the scheduled event. For an
event/activity scheduled within less than two (2) weeks of the
event/activity, support costs for the event/activity will be assessed.
University-Hosted Events: University-hosted events are events
requested by agencies outside of Morehead State University.

The Office of University Center and Conference Services will estimate
in advance, all reimbursable costs associated with an event and
require that a contract or agreement regarding the use of the
University facilities and resources be signed prior to the event.

UAR Number:

121,01121.02

Title:

Conference Services

Originator:

Vice President for Student Life Executive Vice President for Academic Affairs

Initial Adoption:

07/16/1996
XX/XX/XXXX

Revision Dates:
Purpose:

Prescribes policies and procedures for scheduling and coordinating facilities
for University-hosted or guest-hosted events.

Procedural
References For:
Scope:

Other, Annual Budget Authorization
Internal and external clients using University facilities for events.

Purpose:

Morehead State University strongly encourages all of its units to develop
events and activities for constituencies inside and outside the University.
The Office of University Center and Conference Services {UCCS) Office of
Conference Services will assist and support all units in making arrangements
for these events and activities. This UAR prescribes the policies and
procedures related to t4e scheduling and coordinating all campus events
such as of continuing education programs, conferences, meetings,
workshops, camps, clinics, symposiums Gf and other University-sponsored
or -hosted guest activities Gf and events.

Description:

RESPONSIBILITY: It shall be the responsibility of the Office of University

Center and Conference Services Office of Conference Services to coordinate
support services for the activities and events listed above utilizing oncampus facilities, grounds and resources. Responsibility shall include t4e
scheduling of facilities and servicesr, approving the budget or the contract,
assessing fees for the event or activity; and billing of all costs associated
with the activity or event.
APPLICABILITY: The policies and procedures apply to all MSU faculty, staff,

students and external users of University facilities, grounds and resources.
GUIDELINES: Scheduling: Any University facility or resource to be utilized for

any of the above referenced programs or activities shall be scheduled
through and coordinated by the Office of Conference Ser,.«ices with the
exception of ADUC. Rooms in ADUC will be scheduled by the University
Center Services manager. Departmental classrooms and conference rooms
scheduled for instructional purposes are not subject to this administrati,.«e
regulation . The scheduling and coordination of facilities, grounds and
support services for intercollegiate or intramural athletic activities or
student recreational events are not subject to this regulation.
Facilities will be scheduled on a first-come, first-served basis, and should be
scheduled as much in advance of the event as possible. he Office of
University Center and Conference Services reserves the rights to adjust

scheduled accommodations to best meet the needs of Morehead State
University in those rare instances when this may become necessary.
The Office of University Center and Conference Services has the authority to
schedule groups, facilities and services in a manner that allows for the most
effective use of University resources and to make decisions that are in the
best interest of the intuition.
The Office of University Center and Conference Services reserves the right
to schedule major University events/activities (e.g., New Student Days,
Family Weekend, Homecoming, etc.) over other University-hosted events in
the rare instance that this becomes necessary.
All University facilities other than those times that accommodate the
regular academic schedule of classes (Monday thru Friday, 8:00 AM - 4:30
PM, including evening classes) must be scheduled through the Office of
University Center and Conference Services.
The Office of Conference Services will prescribe the specific information
guidelines related to facility scheduling needed by that office to administer
this responsibility.
Scheduling of support service resources (e.g. staff) needed to support the
event or activity will be coordinated by the Office of University Center and
Conference Serivices, Office of Conference Services will be coordinated with
the provider of the seri.iice (e .g., Dinning Services, Facility Management,
University Police Department, etc.).
Facilities will be scheduled on a first come, first served basis, and should be
scheduled as much in advance of the event as possible.
The Office of Conference Services shall coordinate with support agencies
(e.g., Physical Plant, Technical Services, Public Safety, etc.) The estimated
support service charges fees will be included in any agreement/contract
prior to the formal scheduling of the event/activity.
The Office of Conference Services has the authority to schedule groups,
facilities and University support resources in a manner that allows for the
maximum use of University resources and to make decisions that are in the
best interest of the University.
FEES/CHARGES: The Office of University Center and Conference Services
Office of Conferences Services will establish fees and charges in cooperation
with the sponsoring University department or organizer and non-University

sponsor. Fees and charges will be sufficient to cover the cost of the activity
and will include facility usage and support service charges as appropriate .
for the host events. Departmental sponsors should consider the
department's revenue objectives when establishing the fee to charge for
participation in the activity. The Office of University Center and Conference
Services Office of Conference Services will establish procedures for enabling
service providers to receive reimbursement for service .
The Office of Conference Services Office of University Center and
Conference Services shall establish, by January 1, support service rates W½#leach University service unit provider for each fiscal year the rates for the
next fiscal year. The Office of Conference Services will also establish
overhead rated related to that office 's coordination and oversight
responsibilities. The rates are to be published maintained in the Office of
University Center and Conference Services. Office of Conference Services
Schedule of Support Rates each year.
The Office of University Center and Conference Services shall reimburse
University resources in accordance with the established rates.
When a scheduled event/activity is cancelled, the Office of UniversitYi
Center and Conference Services should be contacted as soon as possible.
Cancellations not received at least twenty four (24) hours prior to a
scheduled event may be subject to a cancellation fee.
Users are financially responsible for any damages which occur during their.
use of campus facilities. Groups having outstanding bills with any University
department may not reserve additional space until those charges have been
paid.
University-Sponsored Events: University-sponsored events are

events/activities organized and arranged by units of Morehead State
University. Written confirmation of support for the event/activity by the
unit director, department chair, Dean or Vice President must be provided to
the Office of University Center and Conference Services.
University-sponsored events will generally be supported without charge ta
the sponsoring unit for facilities if scheduled at least two (2) weeks in
advance of the event. Charges related to unusual but required support
services resources will be assessed regardless of the timing of the scheduled
event. For an event1/activity scheduled within less than two (2) weeks of the
event1/activity, support costs for the event/activity will be assessed.-ffi
accordance with the Schedule of Support Rates.

University-Hosted Events: University-hosted events are events requested
by agencies outside of Morehead State University.

The Office of Conference Services shall reimburse University support unit
costs in accordance with the Schedule of Support Rates for University
hosted e1.ients.
The Office of University Center and Conference Services Office of
Conference Services will estimate in advance, all reimbursable costs
associated with an event and require that a contract or agreement
regarding the use of the University facilities and resources be signed prior to
the event.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
.>
Number:

121.01

Title: CONFERENCE SERVICES

Originator: Executive Vice President for Academic Affairs
Initial Adoption:

Ju ly 16, 1996

Revision Dates:
I.

II.

Purpose: Prescribes policies and procedures for scheduling and coordinating
facilities for University-hosted or guest-hosted events.
Procedural Reference for:
KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR , specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

__x_ Other, specify
Ill.

Annual Budget Authorization

Scope (Who is covered by this UAR?):
Internal and external clients using University facilities for events.

Attach a description of the UAR.

Date

UAR Distribution List
The following shall receive a copy of the UAR# 121.01
Titled :
Date:

Conference Services
7/16/96

X

Executive Vice President for Academic Affairs and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

\ppropriate VP is responsible for distribution to those people in his/her division.

12 1.01

Morehead State University
Administrative Regulation

TITLE:

CONFERENCE SERVICES

PURPOSE:

Morehead State University strongly encourages all of its units to
develop events and activities for constituencies inside and outside
the University. The Office of Conference Services will assist and
support all units in making arrangements for these events and
activities. This UAR prescribes the policies and procedures
related to the scheduling and coordinating of continuing education
programs, conferences, workshops, camps, clinics, symposiums or
other University-sponsored or -hosted guest activities or events.

RESPONSIBILITY:

It shall be the responsibility of the Office of Conference Services
to coordinate support services for the activities and events listed
above utilizing on-campus facilities, grounds and resources.
Responsibility shall include the scheduling of facilities and
services; approving the budget or contract for the event or
activity; and billing of all costs associated with the activity.

APPLICABILITY:

The policies and procedures apply to all MSU faculty, staff,
students and external users of University facilities , grounds and
resources.

GUIDELINES:
Scheduling:

Any University facility or resource to be utilized for any of the
above-referenced programs or activities shall be scheduled through
and coordinated by the Office of Conference Services with the
exception of ADUC . Rooms in ADUC will be scheduled by the
University Center Services manager.
Departmental classrooms and conference rooms scheduled for
instructional purposes are not subject to this administrative
regulation.
The scheduling and coordination of facilities, grounds and support
services for intercollegiate or intramural athletic activities or
student recreational events are not subject to this regulation.
The Office of Conference Services will prescribe the specific
information guidelines related to facility scheduling needed by that
office to administer this responsibility .
Scheduling of support service resources (e .g. staff) by the Office
of Conference Services will be coordinated with the provider of
the service.

Facilities will be scheduled on a first-come, first-served basis, and
should be scheduled as much in advance of the event as possible.
The Office of Conference Services shall coordinate with support
agencies (e.g., Physical Plant, Technical Services, Public Safety,
etc.) the estimated support service charges which will be included
in any agreement/contract prior to the formal scheduling of the
event.
The Office of Conference Services has the authority to schedule
groups, facilities and University support resources in a manner
that allows for the maximum use of University resources and to
make decisions that are in the best interest of the University.
FEES/CHARGES:

The Office of Conference Services will establish fees and charges
in cooperation with the sponsoring University department or
organizer and non-University sponsor. Fees and charges will be
sufficient to cover the cost of the activity and will include facility
usage and support service charges as appropriate for the host
events. Departmental sponsors should consider the department's
revenue objectives when establishing the fee to charge for
participation in the activity. The Office of Conference Services
will establish procedures for enabling service providers to receive
reimbursement for service.
The Office of Conference Services shall establish, by January 1,
support service rates with each University service unit provider
for each fiscal year . The Office of Conference Services will also
establish overhead rates related to that office's coordination and
oversight responsibilities. These rates are to be published in the
Office of Conference Services Schedule of Support Rates each
year.

University-Sponsored
Events

University-sponsored events are events organized and arranged by
units of Morehead State University.
University-sponsored events will generally be supported without
charge to the sponsoring unit if scheduled at least two (2) weeks
in advance of the event. Charges related to unusual but required
support services will be assessed regardless of the timing of the
scheduled event. For an event scheduled within less than two (2)
weeks of the event, support costs for the activity will be assessed
in accordance with the Schedule of Support Rates.

University-Hosted
Events

University-hosted events are events requested by agencies outside
of Morehead State University.

..
The Office of Conference Services shall reimburse University
support unit costs in accordance with the Schedule of Support
Rates for University-hosted events .
The Office of Conference Services will estimate in advance, all
reimbursable costs associated with an event and require that a
contract or agreement regarding the use of University facilities
and resources be signed prior to the event.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

122.01

Title:

Correspondence Credit

Originator:

Provost and Vice President for Academic Programs

Initial Adoption:

01/30/1997

Revision Dates:

06/01/2009 (Deletion)

I.

Purpose:
Remove UAR for Correspondence courses. Correspondence courses are not
being offered and there is no plan to offer them in the future.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All students enrolled in Morehead State University

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

l .

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:

122.01: Correspondence Credit

Date:

06/01/2009

X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology
Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X
X

Academic Deans
Faculty Senate
Staff Congress

X

__x._

Student Government Association
University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:
Title:

122.01

Originator:
Initial

Correspondence Credit
Executive Vice President for Academic Affairs
01/30/1997

Adoption:
Revision
Dates:
Deletion Date:
SCOPE (Who Is
Covered By

06/01/2009
All students enrolled at Morehead State University; others in special sta
hold a high school diploma or General Education Development (GED)

This UAR?):
Purpose:

To establish guidelines for granting undergraduate correspona n

Policy:

ELIGIBILITY: Any student enrolled at Morehead State Univ

undergraduate correspondence credit. Others m
students if they hold a high school diploma or a G
(GED) certificate.
LIMITATIONS: Morehead State Univer .
semester hours of undergraduate credit
examination courses in associate
in baccalaureate degree programs.

Correspondence credit cann
residence status or for re ·
included in the last 16 h

re r i ed to a maximum of 16
c
spondence and/or credit by
and 32 semester hours of credit

ward the requirement for full-time
re
e for a program of study. It may not be
ec ·ng graduation without written permission of
or (:ademic Affairs.

r ear to complete a correspondence course. The
A student has on
calendar y
m he date the lesson packet is given or mailed to the
or
pondence Study Office. Before the end of the calendar year,
student
the
quest a onetime three-month extension of a correspondence
a $10.00 renewal fee to the Correspondence Study Program. Once
is arked expired, tuition and fees must be paid again and the course
v r. A report will be given to the Registrar to enter a grade of "W" on the
s transcript once a course is marked as expired or dropped.
student may withdraw from an active correspondence course at any time
between registration for the course and the passage of fifteen (15) months.
TUITION: The tuition for correspondence courses is the same as the current resident

in-state tuition rate.

. ....
122.01
Correspondence Credit
Executive Vice President for Academic Affairs
01/30/1997

UAR Number:
Title:
Originator:
Initial
Adoption:
Revision Dates:
Deletion Date:
SCOPE (Who Is
Covered By This
UAR?):
Purpose:

To establish guidelines for granting undergraduate correspondence credit.

Policy:

ELIGIBILITY: Any student enrolled at Morehead State University may register for

06/01/2009
All students enrolled at Morehead State University; others in special status if they
hold a high school diploma or General Education Development (GED) certificate.

undergraduate correspondence credit. Others may register as special status
students if they hold a high school diploma or a General Education Development
(GED) certificate .
LIMITATIONS: Morehead State University students are limited to a maximum of 16

semester hours of undergraduate credit earned by correspondence and/or credit
by examination courses in associate degree programs and 32 semester hours of
credit in baccalaureate degree programs .
Correspondence credit cannot be applied toward the requirement for full-time
residence status or for residency required for a program of study. It may not be
included in the last 16 hours preceding graduation without written permission of
the Executive Vice President for Academic Affairs .
A student has one calendar year to complete a correspondence course. The
calendar year starts from the date the lesson packet is given or mailed to the
student by the Correspondence Study Office. Before the end of the calendar year,
the student may request a onetime three-month extension of a correspondence
course by paying a $10.00 renewal fee to the Correspondence Study Program.
Once a course is marked expired, tuition and fees must be paid again and the
course started over. A report will be given to the Registrar to enter a grade of "W"
on the student's transcript once a course is marked as expired or dropped.
A student may withdraw from an active correspondence course at any time
between registration for the course and the passage of fifteen (15) months.
TUITION: The tuition for correspondence courses is the same as the current

resident in -state tuition rate.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR}

------------------------------------------------------------Number: 122.01
Title:

Correspondence Credit

Originator: Executive Vice President for Academic Affairs
Initial Adoption: January 30, 1997
Revision Dates:
I.

II.

Purpose: To establish guidelines for granting undergraduate
correspondence credit.

Procedural Reference for:
BOR policy, specify
KRS, specify
UAR, specify
Other, specify

III.

Scope (Who is covered by this UAR?}:
All students enrolled at Morehead State University; others in
special status if they hold a high school diploma or General
Education Development (GED} certificate.

IV.
V.

Description of UAR:

(attach additional pages if necessary}

Regulation Violations (if applicable}:

Date

UAR Distribution List
The following shall receive a copy of the UAR# 122.01
Titled:

Correspondence Credit

Date:

January 30, 1997
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

A.ppropriate VP is responsible for distribution to those people in his/her division.

122.01

CORRESPONDENCE CREDIT

Pui:pose:

To establish guidelines for correspondence credit.

Eligibility:

Any student enrolled at Morehead State University may register for
undergraduate correspondence credit. Others may register as special status
students if they hold a high school diploma or a General Education
Development (GED) certificate.

Limitations:

Morehead State University students are limited to a maximum of 16 semester
hours of undergraduate credit earned by correspondence and/ or credit by
examination courses in associate degree programs and 32 semester hours of
credit in baccalaureate degree programs.
Correspondence credit cannot be applied toward the requirement for full-time
residence status or for residency required for a program of study . It may not
be included in the last 16 hours preceding graduation without written
permission of the Executive Vice President for Academic Affairs.
A student has one calendar year to complete a correspondence course. The
calendar year starts from the date the lesson packet is given or mailed to the
student by the Correspondence Study Office. Before the end of the calendar
year, the student may request a one time three-month extension of a
correspondence course by paying a $10. 00 renewal fee to the Correspondence
Study Program. Once a course is marked expired, tuition and fees must be
paid again and the course started over. A report will be given to the Registrar
to enter a grade of "W" on the student's transcript once a course is marked as
expired or dropped .
A student may withdraw from an active correspondence course at any time
between registration for the course and the passage of fifteen (15) months.

Tuition:

The tuition for correspondence courses is the same as the current resident instate tuition rate.

UAR NUMBER: 123.08
TITLE: Scholastic Standing
ORIGINATOR(S):
Academic Standars & Appeals Committee

INITIAL ADOPTION: 02/11/ l 997
REVISION DATE(S): 03/ 14/1 997; 04/08/2003; 06/0 1/2009; 08/11/20 11; 07/01 /2012; 07/ 12/2018; 06/1 8/2019
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
STUDENTS
PURPOSE:

efine standards for satisfactory academic progress.

SCOPE:
All undergraduate students

VENDORS

OTHER (SPECIFY):

DESCRIPTION (INCLUDE DEFINITIONS):
DESCRIPTIO : SCHOLASTIC ST ANDING: Students are eligible to register if they meet the following
minimum cumulative scholastic standing. Total hours include all credit attempted at Morehead State
University and transfer work. Grade point average is calculated using only MSU coursework (transfer
credits are not calculated into MSU grade point average).

I. A 1.8 MSU cumulative grade-point average if 24 or fewer semester hours have been attempted.
II. A 1.9 MSU cumulative grade-point average if 25-36 emester hours have been attempted .
Ill. A 2.0 MSU cumulative grade-point average if 37 or more semester hours have been attempted.
ACADEMIC PROBA TIO : Students failing to meet the Scholastic standards listed above are placed on
academic probation. A student on academic probation may enroll in no more than 16 semester hours of
course work (including MSU 099 - Learning for Success) during each probation semester and for no
more than 6 semester hours of coursework during each surnrner ession. Students on academic probation
should retake as many classes as possible in which they earned a grade of'E", "D" or "U". Students
on academic probation will be required to participate in the Academic Recovery Program through the
Office of Retention and Academic Advi ing.
SUSPE SIO . Any student who after one probation semester does not achieve a semester of GPA of 2.0
or the cumulative GPA necessary to meet scholastic standing guideline (listed above) is subject to
suspension from the University. The suspension period following a fall semester is the spring
semester; following a spring semester the suspension period is for the summer terms and fall
semester. During a suspension period, a student will be ineligible to enroll for any credits at
MSU.
NOTE: Any student that is making satisfactory progress (A MSU semester GPA of2 .0 or greater) and
participating in the Academic Recovery Program during the probationary period will not be
academically uspended as long as progress is being made towards meeting scholastic standing
guidelines.
Students suspended under this policy have the following two options:
1. Appeal by petitioning the Academic Standards and Appeals Committee - If the student believes the
suspension was the result of circumstance beyond hi or her control, he or she may appeal the
decision to the Cornrnittee on Academic Standards and Appeals. If an appeal of the uspension is
granted, the student must meet all additional requirements set forth by the Committee on Academic
Standards and Appeals to return. The committee may , in some cases, waive the requirement that the
tudent have attempted 30 semester hours before declaring academic bankruptcy. Requests for appeals
are made through the Office of Retention and Academic Advising.

APPROVED BY:

VICE PRES ID ENT:
APPROPR IATE INSTITUTI ONAL REVI EW: ...l......<~~~~~-\---L~~'-L=.===::::___
PRESIDENT:

~-9----=---:;~~~~t,...d,,,'~b-"\---

_

DATE:

7-/ (....-;{7

DATE:

'7 --Z 7 -

I'/

•

DESCRIPTION (CONTINUED):
2. Reapply for admission after one semester - Students wanting to return to MSU after suspension
will need to complete a new application and meet with the admissions appea l committee before being
·eadmitted as a student. Students requesting an admissions appeal must submit a complete Action
i:'lan (signed by an academic advisor) including a two semester plan and a statement that they have
met with their financial aid counselor. The admissions appeal committee may also require additional
documentation.
Please note that readmission or the acceptance of a suspension appeal does not guarantee that
financial aid will be granted. There is a separate financial aid appeal process. The requests for
financial aid appeals are made in the Office of Financial Aid.

.,.

•
UAR NUMBER: 123 .07

TITLE: Scholastic Standing
ORIGINATOR(S):
Academic Standards & Appeals Committee

INITIAL ADOPTION: 02/11/1997
REVISION DATE(S): 03/ 14/1997; 04/08/2003; 06/01/2009; 08/ 11/2011; 07/01/2012; 07/12/20 I 8
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS
PURPOSE:
Define standards for satisfactory academic progress.

SCOPE:
All undergraduate students

VENDORS

OTHER (SPECIFY):

I

•

DESCRIPTION !INCLUDE DEFINITIONS):
DESCRIPTION: SCHOLASTIC STANDING: Students are eligible to register if they meet the following minimum
cumulative scholastic standing. Total hours inc lude all credits attempted at Morehead State University and transfer work .
Grade point average is calculated using only MSU coursework (transfer credits are not calculated into MSU grade point
average) .
I. A 1.8 MSU cumulative grade-point average if 24 or fewer semester hours have been attempted.
II. A 1. 9 MSU cumulative grade-point average if 25-36 semester hours have been attempted .
III. A 2.0 MSU cumulative grade-point average if 3 7 or more semester hours have been attempted.
ACADEMIC PROBATION: Students failing to meet the Scholastic standards listed above are placed on academic
probation. A student on academic probation may enroll in no more than 16 semester hours of course work (inc luding
MSU 099 - Leaming for Success) during each probation semester and for no more than 6 semester hours of coursework
during each summer session. Students on academic probation should retake as many classes as possible in which they
earned a grade of"E", "D" or "U" . Students on academic probation will be required to participate in the Academic
Recovery Program through the Office of Academic Advising and Retention (AARE).
SUSPENSIO . Any student who after one probation semester does not achieve a semester of GPA of 2.0 or the
cumulative GPA necessary to meet scholastic standing guidelines (listed above) is subj ect to suspension from the
University. The suspension period following a fall semester is the spring semester; following a spring semester the
suspension period is for the summer tenns and fall semester. During a suspension period, a student will be ineligible to
enroll for any credits at MSU.
NOTE: Any student that is making satisfactory progress (A MSU semester GPA of 2.0 or greater) and participating in the
Academic Recovery Program during the probationary period will not be academically suspended as long as progress is
being made towards meeting scholastic standing guide lines.
Students suspended under this policy have the following two options :
I . Appeal by petitioning the Academic Standards and Appeals Committee - If the student believes the suspension was the
result of circumstances beyond his or her control, he or she may appeal the decision to the Committee on Academic
Standards and Appeals. If an appeal of the suspension is granted, the student must meet all additional requirements set
forth by the Committee on Academic Standards and Appeals to return. The committee may, in some cases, waive the
requirement that the student have attempted 30 semester hours before declaring academic bankruptcy . Requests for
appeals are made through the Office of Academic Advising and Retention.
2. Reapply for admission after one semester - Students wanting to return to MSU after suspension will need to complete a
new application and meet with the admissions appeal committee before being readmitted as a student. Students
requesting an admissions appea l must submit a comp lete Action Plan (signed by an academic advisor) including a two
semester plan and a statement that they have met with their financial aid counse lor. The admissions appea l committee
may also require additional documentation.
Please note that readmission or the acceptance of a suspension appeal does not guarantee that financial aid will be
granted. There is a separate financial aid appeal process. The requests for financial aid appeals are made in the Office of
Financial Aid.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Originator: Academic Standards ft Appeals Committee
Initial Adoption: February 11, 1997
Revision Dates:

I.
II.

Purpose:

3/14/97; 4/08/03; 6/01/09

Define Standards for satisfactory academic progress

Procedural Reference for:
_ _ KRS, specify
_ _ CPE policy, specify _ _ _ _ _ _ _ _ __
· _X_ BOR policy, specify BOR, AP1 Admissions Policy
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?): All undergraduate students

Attach a description of the UAR.

(Description Attached)

Approved by:

wa1!t~.(l~

Date

UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL
ADOPTION:
REVISION
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PROCEDURAL
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SCOPE (Who
is covered by
this UAR?):
DESCRIPTION:

123.06
Scholastic Standing
Academic Standards & Appeals Committee
02/11/1997
03/14/1997;4/08/03; 6/1/2009; 08/11/2011 ; 07/01/2012
Define standards for satisfactory academic progress .
SOR, AP1 Admissions Policy

All undergraduate students

SCHOLASTIC STANDING: Students are eligible to register if they meet the
following minimum cumulative scholastic standing . Total hours include all
credits attempted at MSU and transfer work . Grade point average is calculated
using only MSU coursework (transfer credits are not calculated into MSU grade
point average) .

I. A 1.8 MSU cumulative grade-point average if 24 or fewer semester hours
have been attempted .
II. A 1.9 MSU cumulative grade-point average if 25-36 semester hours have
been attempted.
Ill. A 2.0 MSU cumulative grade-point average if 37 or more semester hours
have been attempted .
ACADEMIC PROBATION: Students failing to meet the Scholastic standards
listed.above are placed on academic probation. At the end of each academic
term, the Registrar provides a grade report that reflects grades for the term arid
the MSU cumulative grade point average. A student on academic probation
may enroll in no more that 13 semester hours of course work during each
semester and for no more than 3 semester hours of coursework during each
summer session . Students on academic probation should retake as many
classes as possible in which they earned a grade of "E", "D" or "U". Students on
academic probation will be required to participate in the Academic Recovery
Program offered through the Office of Academic Advising and Retention
(AARE) .
SUSPENSION. Any student who after two consecutive semesters (excluding
summer terms) on academic probation has not earned the grade point average
specified above on academic probation will be suspended from the University.
The suspension period following a fall semester is the spring semester;
following a spring semester the suspension period is for the summer terms and
fall semester. During a suspension period , a student will be ineligible to enroll
for any credits at MSU .

** Any student that is making satisfactory progress (A MSU semester GPA of
2.0 or greater) and participating in the Academic Recovery Program during the

probationary period will not be academically suspended as long as progress is
being made towards meeting scholastic standing guidelines.**
Students suspended under this pol icy have the following two options:
1. They may appeal by petitioning a hearing before the Committee on Academic
Standards and Appeals if the student believes the suspension was the result of
circumstances beyond his or her control. If an appeal of the suspension is
granted , the student must meet all additional requirements set forth by the
Committee on Academ ic Standards and Appeals. The committee may, in some
cases , waive the requirement that the student have attempted 48 semester
hours before declaring academic bankruptcy. Requests for appeals are made in
the Office of Academ ic Advising and Retention , 321 Allie Young Hall.
2. They may re-enroll after the lapse of one semester (excluding summer
school) ; Students wanting to return to MSU will need to complete a new
application and meet with the adm issions appeal committee before being
readmitted as a student. Students requesting an admissions appeal must
submit a complete Action Plan (signed by an academic advisor) including a two
semester plan and a statement that they have met with their financial aid
counselor. The admissions appeal committee may also require additional
documentation.
3. The re-admittance or the acceptance of a suspension appeal does not
guarantee that financial aid will be granted . There is a separate financial aid
appeal process. The requests for financial aid appeals are made in the Office of
Financial Aid in the Enroll ment Services building located beh ind the Ad ron
Doran University Center.
Approved by: Wayne D. Andrews , President, July 6, 2012

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

123.05

Scholastic Standing

Originator:

Academic Standards and Appeals Committee

Initial Adoption: 02/11/1997
Revision Dates:
I.
II.

03/14/1997, 04/08/2003, 06/01/2009

(_

Purpose: Define standards for satisfactory academic progress
Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify .....A:. :.:. . P. :. 1. :. A=-=d~m.:.:.is=-=s;.:.;io: ;.;.n. :.:s_____________
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_____x.. Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

All Undergraduate students

(Description Attached)

I

UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL
ADOPTION:
REVISION DATES :
PURPOSE:
PROCEDURAL
REFERENCES
FOR:
SCOPE (Who is
covered by this
UAR?):
DESCRIPTION:

123.05
Scholastic Standing
Academic Standards and Appeals Committee
02/11/1997

03/14/1997;4/08/03 ; 6/1/2009 ; 8/8/2011
Define standards for satisfactory academic progress.
BOR, AP1 Admissions Policy

All undergraduate students

SCHOLASTIC STANDING: Students are eligible to register if they meet
the minimum 2.0 cumulative scholastic level. Total hours include all credits
attempted at MSU and transfer work . Grade point average is calculated
using only MSU coursework.
ACADEMIC PROBATION: Students failing to meet the Scholastic
standard listed above are placed on academic probation. At the end of
each academic term , the Registrar provides a grade report that reflects
grades for the term and the Morehead State University cumulative grade
point average . A student on academic probation may enroll in no more that
13 semester hours of course work during each semester and for no more
than 3 semester hours of coursework during each summer session .
Students on academic probation should retake as many classes as
possible in which they earned a grade of "E", "D" or "U". Students on
academic probation will be required to meet with their advisor for academic
counseling.
SUSPENSION. Any student who after two consecutive semesters
(excluding summer terms) on academic probation has not earned the
grade point average specified above on academic probation will be
suspended from the University. The suspension period following a fall
semester is the spring semester; following a spring semester suspension
period is for summer terms and fall semester. During a suspension period ,
a student will be ineligible to enroll for any credits at Morehead State
University.

Students suspended under this policy have the following two options:

1. They may appeal by petitioning a hearing before the Committee on
Academic Standards and Appeals if the student believes the
suspension was the result of circumstances beyond his or her
control. If an appeal of the suspension is granted , the student must
meet all additional requirements set forth by the Committee on
Academic Standards and Appeals . The committee may, in some
cases , waive the requirement that the student have attempted 48

semester hours before declaring academic bankruptcy. Requests
for appeals are made in the Office of First Year Programs and
Academic Services .
2. They may re-enroll after the lapse of one semester (excluding
summer school); Students wanting to return to MSU will need to
complete a new application and meet with the admissions appeal
committee before being readmitted as a student. Students will be
required to provide at the appeal these minimum documents: a two
semester plan with the signature of their academic advisor and a
statement that they have met with their financial aid counselor.

Approved by: Wayne D. Andrews, President Date: 08/08/2011

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 123.04
Title: Scholastic Standing

Originator: Academic Standards & Appeals Committee
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II.

3/14/1997; 4/8/2003; 6/1/2009

Purpose:
To align all scholastic standing minimal levels related to
probation, suspension and Financial Aid

Procedural Reference for:
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__
__
X
__

Ill.

2/11/1997

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All undergraduate students

Attach a description of the UAR.

(Description Attached)

Approved by:

6/1/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled: 123.04: Scholastic Standing
Date: 6/1/2009
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
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X
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Student Government Association
University Archives/ CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.
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123.04
Scholastic Standing
Academic Standards & Appeals Committee
02/11/1997
03/14/1997;4/08/03 ; 6/1/2009
Define standards for satisfactory academic progress.
BOR, AP1 Admissions Policy

All undergraduate students

SCHOLASTIC STANDING: Students are eligible to register if they meet
the following minimum cumulative scholastic level. Total hours include all
credits attempted at MSU and transfer work . Grade point average is
calculated using only MSU coursework.
I. A 1.6 MSU cumulative grade-point average if 16 or fewer semester hours
have been attempted .
11. A 1.7 MSU cumulative grade-point average if 17-32 semester hours
have been attempted.
Ill. A 1.8 MSU cumulative grade-point average if 33-48 semester hours
have been attempted .
IV. A 1.9 MSU cumulative grade-point average if 49-67 semester hours
have been attempted .
V. A 2 .0 MSU cumulative grade-point average if 68 or more semester
hours have been attempted .

ACADEMIC PROBATION: Students failing to meet the Scholastic
standards listed above are placed on academic probation . At the end of
each academic term , the Registrar provides a grade report that reflects
grades for the term and the Morehead State University cumulative grade
point average. A student on academic probation may enroll in no more that
13 semester hou rs of course work during each semester and for no more
than 3 semester hours of coursework during each summer session.
Students on academic probation should retake as many classes as
possible in which they earned a grade of "E", "D" or "U". Students on
academic probation will be required to meet with their advisor for academic
counseling .
SUSPENSION. Any student who after two consecutive semesters
(excluding summer terms) on academic probation has not earned the
grade point average specified above on academic probation will be
suspended from the University. The suspension period following a fall
semeste r is the spring semester; following a spring semester the
suspension period is for the summer terms and fall semester. During a
suspension period , a student will be ineligible to enroll for any credits at
Morehead State University.

Students suspended under this policy have the following two options :

1. They may appeal by petitioning a hearing before the Committee on
Academic Standards and Appeals if the student believes the
suspension was the result of circumstances beyond his or her
control. If an appeal of the suspension is granted , the student must
meet all additional requirements set forth by the Committee on
Academic Standards and Appeals . The committee may, in some
cases , waive the requirement that the student have attempted 48
semester hours before declaring academic bankruptcy. Requests
for appeals are made in the Office of Graduate and Undergraduate
Programs, 701 Ginger Hall.
2. They may re-enroll after the lapse of one semester (excluding
summer school) ; Students wanting to return to MSU will need to
complete a new application and meet with the admissions appeal
committee before being readmitted as a student. Students will be
required to provide at the appeal these minimum documents: a two
semester plan with the signature of their academic advisor and a
statement that they have met with their financial aid counselor.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

123. 03

Tit~:

Scholastic Standing

Originator:

Academic Standards and Appeals Cammi t tee

Initial Adoption:

2/11/1997

Revision Dates:

03/14/97

I.

&

4/08/03

Purpose:

Define standards for satisfactory academic progress

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify APl Admissions Policy
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):

All Undergraduate Students

Attach a description of the UAR.

(Description Attached)

Scholastic Standing
Students are eligible to register if they meet the following minimum cumulative scholastic levels :
I.
II.
ill .
IV .
V.

A 1.6 MSU
A 1.7 MSU
A 1.8 MSU
A 1.9 MSU
A 2.0 MSU

cumulative
cumulative
cumulative
cumulative
cumulative

grade-point
grade-point
grade-point
grade-point
grade-point

average
average
average
average
average

if 16 or fewer semester hours have been attempted .
if 17-30 semester hours have been attempted .
if 31-45 semester hours have been attempted .
if 46-60 semester hours have been attempted .
if 61 or more semester hours have been attempted .

Academic Probation. Students failing to meet the scholastic standards listed above are placed
on academic probation. At the end of each academic term, the Registrar provides a grade report that
reflects grades for the term and the Morehead State University cumulative grade point average . A
student on academic probation may enroll in no more than 13 semester hours of course work during
each semester and for no more than 3 semester hours of coursework during each summer session.
Students on academic probation should retake as many classes as possible in which they earned a grade
of "E" , "D" or "U" . Students on academic probation will be required to meet with their advisor for
academic counseling. A student on academic probation is allowed continued enrollment for two
semesters or as long as a 2 .0 G.P.A. is earned in the most recent semester.. Students on academic
probation for a second successive semester must enroll in MSU 099.
Suspension. Any student who after two consecutive semesters on academic probation has not
earned the grade point average specified above or has failed to earn a 2.0 G.P.A. in the most recent
semester on academic probation will be suspended from the University . The suspension period
following a fall semester is the spring semester; following a spring semester the suspension period is
the fall semester. During a suspension period , a student will be ineligible to enroll for any credits at
Morehead State University .
Students suspended under this policy have the following two options.
1. They may re-enroll after the lapse of one semester (excluding summer school) ; At the time
of re-enrollment such students will automatically be placed on academic probation.
2. They may appeal by petitioning a hearing before the Committee on Academic Standards and
Appeals if the student believes the suspension was the result of circumstances beyond his or her
control. If an appeal of the suspension is granted, the student must meet all additional requirements set
forth by the Committee on Academic Standards and Appeals . The committee may , in some cases,
waive the requirement that the student have attempted 48 semester hours before declaring academic
bankruptcy. Requests for appeals are made in the Office of the Associate Vice President for Graduate
and Undergraduate Programs, 201 Ginger Hall.

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:
Date:

123.03

Scholastic Standing

April 9, 2003
X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X
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X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X
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X
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X
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Scholastic Standing

Originator: Academic Standards and Appeals Committee
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Revision Dates: 3/14/97
I.

Purpose:
Define standards for satisfactory academic progress

II.

Procedural Reference for:
- ~-

III .

BOR policy, specify
KRS, specify
UAR, specify
Other, specify

APl Admissions Policy

Scope (Who is covered by this UAR?):
All undergraduate students

IV.

V.

Description of UAR:

(attach additional pages if necessary)

Regulation Violations (if applicable):

UAR Distribution List
The following shall receive a copy of the UAR #
Titled:

123.0£

Scholastic Standing

Date :

2/11/97
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans
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X
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Registrar

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.
- Appropriate VP is responsible for distribution to those people in his/her division.

Scholastic Standing
Students are eligible to register if they meet the following minimum cumulative
scholastic levels:
I.
A 1.6 cumulative grade-point average if 16 or fewer semester hours have been
attempted.
II.
A 1.7 cumulative grade-point average if 17-30 semester hours have been
attempted.
III.
A 1.8 cumulative grade-point average if 31-45 semester hours have been
attempted.
IV.
A 1. 9 cumulative grade-point average if 46-60 semester hours have been
attempted.
V.
A 2.0 cumulative grade-point average if 61 or more semester hours have been
attempted.
Probation - Students failing to meet the scholastic standards listed above are placed
on academic probation. At the end of each academic term, the Registrar provides a grade
report that reflects grades for the term and the Morehead State University cumulative grade
point average. Students enrolled on academic probation are subject to academic dismissal if
they fail to attain the minimum standards listed above . A student on academic probation is
allowed continued enrollment on a semester-by-semester probationary status as long as a 2.0
grade point average is maintained each term.
Dismissal - A student will be dismissed from the University following a probationary
semester in which the student either fails to meet the cumulative grade point average or fails
to earn a 2.0 GPA. The dismissal period for a first dismissal following a fall semester is the
spring semester; following a spring semester is both summer terms and the fall semester.
The dismissal period for a second dismissal is twelve (12) months and for a third dismissal
twenty-four (24) months. During a dismissal period, a student will be ineligible to enroll for
any credits at Morehead State University.
A student dismissed under this policy may appeal the dismissal to the Academic
Standards and Appeals Committee if the student believes the dismissal was the result of
circumstances beyond his or her control. If an appeal of the suspension is granted, the
student must meet all additional requirements set forth by the Academic Standards and
Appeals Committee.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

------------------------------------------------------------Number: 123.01
Title:

Scholastic Standing

Originator: Academic Standards and Appeals Committee
Initial Adoption: February 11, 1997
Revision Dates:
I.

Purpose:
Define standards for satisfactory

II.

Procedural Reference for:
- ~ - BOR policy, specify
KRS, specify
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Other, specify

III.

cademic progress

APl~ dmissions Policy

\

\

Scope (Who is covered by this UAR?):
All undergraduate students

IV.

V.

Description of UAR:

(attach additional pages if necessary)

Regulation Violations (if applicable):

Ronald G. Eaglin, President

Date

123 .0 1

I
Scholastic Standing
Students are eligible to register if they meet the following minimum cumulative
scholastic levels:
I.
A 1.6 cumulative grade-point average if 16 or fewer semester hours have been
attempted.
II.
A 1.7 cumulative grade-point average if 17-30 semester hours have been
attempted.
III.
A 1. 8 cumulative grade-point average if 31-45 semester hours have been
attempted.
IV.
A 1.9 cumulative grade-point average if 46-60 semester hours have been
attempted .
V.
A 2.0 cumulative grade-point average if 61 or more semester hours have been
attempted.
Probation - Students failing to meet the scholastic standards listed above are placed
on academic probation. At the end of each academic term, the Registrar provides a grade
report that reflects grades for the term and the Morehead State University cumulative grade
point average. Students enrolled on academic probation are subject to academic dismissal if
they fail to attain the minimum standards listed above. A student on academic probation is
allowed continued enrollment on a semester-by-semester probationary status as long as a 2.0
grade point average is maintained each term.

Dismissal - A student will be dismissed from the University following a probationary
semester in which the student either fails to meet the cumulative grade point average or fails
to earn a 2.0 GPA. The dismissal period for a first dismissal following a fall semester is the
spring semester; following a spring semester is both summer terms and the fall semester.
The dismissal period for a second dismissal is twelve (12) months and for a third dismissal
twenty-four (24) months.
During a dismissal period, a student will be ineligible to enroll for any credits at
Morehead State University, and the University will not accept any transfer course work
earned during this period.
A student dismissed under this policy may appeal the dismissal to the Academic
Standards and Appeals Committee if the student believes the dismissal was the result of
circumstances beyond his or her control. If an appeal of the suspension is granted, the
student must meet all additional requirements set forth by the Academic Standards and
Appeals Committee.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION

(UAR)
Number: 124.03
Title: Procedures for Closing of School Due to Hazardous Weather

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 04/15/1997, 08/09/2010
Revision Dates: 09/10/2014
I.

Purpose:

II.

Procedural Reference for:
__
__
__
X
__

Ill.

To outline the procedures to be used for the closing of school
due to hazardous weather.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify Revision of UAR 124.03
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All University faculty, staff and students

Attach a description of the UAR.

(Description Attached)
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INITIAL
ADOPTION:
REVISION DATES:
PURPOSE:

PROCEDURAL
REFERENCES:
SCOPE
(Who Is Covered
By This UAR?):

124.03
Procedures for Closing of School Due to Hazardous
Weather
Provost and Vice President for Academic Affairs
4/15/1997
08/09/2010, 9/10/2014
To outline the procedures to be used for the closing of
school due to hazardous weather.

BOR - PG-51

Morehead State University faculty , staff, and students

Description:
CONDITION DESCRIPTION: Hazardous weather conditions
which might affect the opening or closing of the University, or
the delay or cancellation of classes or University-sponsored
events at both on-campus and regional locations.
I. ON-CAMPUS CLASSES AND ACTIVITIES:

It will be the responsibility of the MSU Chief of Police to
advise the Provost and Vice President for Academic Affairs ,
or their designee, of forecasted or existing hazardous
weather or road conditions that could necessitate the delay
or cancellation of on-campus classes and activities , or the
possible closing of the University. The MSU Chief of Police
will keep the Provost and Vice President for Academic
Affairs informed when hazardous conditions develop . It will
be the decision of the Provost and Vice President for
Academic Affairs in collaboration with the appropriate
personnel , to delay or cancel classes and activities or close
the University when such conditions exist. Online classes
are not subject to weather related delays and closings .
II. REGIONAL CAMPUS CLASSES:
It will be the responsibility of the Associate Vice President for
Affa irs/Academic Programs (AVPAA/AP) , or their designee,
to coord inate with the MSU Chief of Police in order to identify
forecasted or existing hazardous weather and road
conditions that could necessitate the delay or cancellation of
regional campus classes and events . Online classes are not
subject to weather related delays and closings .

The AVPAA/AP or their designee will be responsible for
contacting each Director of MSU's Regional Campus
Centers and to contact persons at other locations where
University classes and regional campus events are
conducted regarding weather and road conditions . The
AVPAA/AP , or their designee, and the MSU Chief of Police
shall also contact the National Weather Service at Jackson
and the Kentucky State Police regarding existing and
forecasted weather and road conditions. Classes will
normally be delayed or canceled when local conditions have
forced the community and technical colleges and locations
utilized by the University to delay or close.
When forecasted or existing hazardous weather or road
conditions are such that the delay or cancellation of a
regional campus class or activity is necessary, the
AVPAA/AP or their designee will inform the MSU Chief of
Police and the Provost and Vice President for Academic
Affairs of regional campus cancellations . If severe weather
occurs suddenly after regular business hours (after 4:30 p.m .
M-F or on weekends) , each Regional Campus Director has
the authority to delay or cancel classes and close their
Center. Regional Campus Center Directors will inform the
AVPAA/AP or their designee of the delay or cancellation
immediately after attending to the safety of the individuals at
their Center. The AVPAA/AP or their designee will notify the
MSU Chief of Police and the Provost and Vice President for
Academic Affairs of the delay or cancellation of classes at
that facility.
III. NOTIFICATION:
The MSU Police Department will coordinate the release of
information with the Office of Communications and
Marketing and Office·of Information Technology. The
Provost and Vice President for Academic Affairs will be
responsible for notifying the President and other Vice
Presidents of the cancellation of classes and activities .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 124.02
Title:

Procedures for Closing of School Due to Hazardous Weather

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 4/15/1997
Revision Dates: 819/2010

I.

Purpose:
To outline the procedures to be used for the closing of school
due to hazardous weather.

II.

Procedural Reference for:
__
__
X
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _;P_G;;;;_-...;c5...;;.1_
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

Morehead State University faculty, staff and students

Attach a description of the UAR.

(Description Attached)

Approved by:

~~s~

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural References:
Scope (Who Is Covered
By This UAR?):
Description:

124.02
Procedures for Closing of School Due to Hazardous
Weather
Provost and Vice President for Academic Affairs
4/15/1997
08/09/2010
To outline the procedures to be used for the closing of school
due to hazardous weather.
BOR - PG-51
Morehead State University faculty, staff, and students

CONDITION DESCRIPTION: Hazardous weather conditions
which might affect the opening or closing of the University, or
the cancellation of classes or university-sponsored events at
both on-campus and off-campus locations.

I. ON-CAMPUS CLASSES AND ACTIVITIES:
It will be the responsibility of the MSU Chief of Police to advise
the Provost and Vice President for Academic Affairs of
forecasted or existing hazardous weather or road conditions
which could necessitate the cancellation of on-campus classes
and activities or the possible closing of the University. The
MSU Chief of Police will keep the Provost and Vice President
for Academic Affairs informed when hazardous conditions
develop. It will be the decision of the Provost and Vice
President for Academic Affairs in collaboration with the
appropriate personnel , to cancel classes and activities or close
the University when such conditions exist.

II. OFF-CAMPUS CLASSES:
It will be the responsibility of the Associate Vice President for
Academic Outreach & Support to coordinate with the MSU
Chief of MSU Police in order to identify forecasted or existing
hazardous weather and road conditions which could
necessitate the cancellation of off-campus classes and events.
The Associate Vice President for Academic Affairs will be
responsible for contacting each Director of MSU's Regional
Campus Centers and to contact persons at other locations
where University classes and off-campus events are
conducted regarding weather and road conditions. The
Associate Vice President for Academic Affairs and the MSU
Chief of Police shall also contact the National Weather Service
at Jackson and the Kentucky State Police regarding existing
and forecasted weather and road conditions.

Classes will normally be canceled when local conditions have
forced the community and technical colleges and locations
utilized by the University to close. After a determination of
forecasted or existing hazardous weather or road conditions
that would force cancellation of an off-campus class or activity,
the Associate Vice President for Academic Affairs will inform
the Provost and Vice President for Academic Affairs of offcampus cancellations.
If severe weather occurs suddenly after regular business hours
(after 4:30 p.m. M-F or on weekends) , each Regional Campus
Director has the authority to cancel classes and close their
Center. Regional Campus Center Directors will inform the
Associate Vice President for Academic Affairs of the
cancellation immediately after attending to the safety of the
individuals at their Center. The Associate Vice President for
Academic Affairs will notify the Provost and the MSU Chief of
Police of the cancellation of classes at their facility.
Ill. NOTIFICATION:
The MSU Police Department will coordinate the release of
information with the Office of Communications and Marketing
and the Associate Vice President for Academ ic Affairs. The
Provost and Vice President for Academic Affairs will be
responsible for notifying the President and other Vice
Presidents of the cancellation of on-campus classes and
activities.
Approved by: Wayne D. Andrews , President Date: 8/17/2010

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall ; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

·om:

mt:
10:

Cc:

Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
cecutive Director Regional Engagement
ce President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page :
http://www.moreheadstate .edu/daa/uar/index.aspx?id =340

~4.02

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President: 8/17/2010
1

126.02

Faculty International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17 /10

127.02

Student Internationa l Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17 /10

131.01

Excused Absences Policy
Initial Adoption: 7/1/10
Signed by President : 7/29/10

132.01

Transfer Credit Appeal
Initial Adoption : 9/1/10
Signed by President: 9/7 /10

301.03

Staff Performance Management System
Revision : 4/9/10
Signed by President: 8/17 /10

303 .02

Americans with Disabilities Act Complaint Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

307.02

Emp loyee Share of Institutional Loss/Deductible
Revision : 4/9/10
Signed by President : 8/17 /10

308.02

Telecommunications Resource Usage
Revision : 4/9/10
Signed by President : 8/17 /10

309 .02

Accident Reporting Procedures
Revision : 4/9/10
Signed by President: 8/17 /10

310.02

Administrative Data Responsibility
Revision : 4/9/10
Signed by President: 8/17 /10

311.02

MSU Student Motor Vehicle Operating Program
Revision: 4/9/10
Signed by President : 8/17 /10

Maria Fraser
Academ ic Affairs Staff Assistant
Office of the Provost
Morehead State University
)5 Howell-McDowell
orehead , KY 40351
(606) 783-2002
m.fraser@moreheadstate .edu
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

124.01

PROCEDURES FOR CLOSING OF SCHOOL
DUE TO HAZARDOUS WEATHER

Originator: Executive Vice President for Academic Affairs
Initial Adoption:

4/15/97

Revision Dates:
I.

Purpose:

To outline the procedures to be used for the closing of school due to hazardous
weather

II.

Procedural Reference for:
KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify
----------------_x_ BOR policy, specify --'P'-G=---=5-=1_ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

--------------------

III.

Scope (Who is covered by this UAR?):
Morehead State University faculty , staff and students.

Attach a description of the UAR.

Date

UAR Distribution List
The following shall receive a copy of the UAR# 124.0ltitled Procedures for Closine of
~S~ch_o~o~I_D~u~e~t~o_H~az~a~r~d~o~u~s_W~e~at~h~e~r_______ Date:
X
X

X
X
X
X
X
X

4 /15 /97

Executive Vice President for Academic Affairs and Dean of Faculty
Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for University Advancement
Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others:*
X

Registrar

All originals will be filed in the Office of Academic Affairs, HM 205, and duplicates in the
Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

lIAR 124.01

Morehead State University
Administrative Regulation
Title:

PROCEDURES FOR CLOSING OF SCHOOL
DUE TO HAZARDOUS WEATHER

Condition Description: Hazardous weather conditions which might affect the opening or
closing of the university, or the cancellation of classes or university-sponsored events at both oncampus and off-campus locations.
I.

On-Campus Classes and Activities: It will be the responsibility of the Manager
of Public Safety to advise the Executive Vice President for Academic Affairs of
forecast or existing hazardous weather or road conditions which could necessitate
the cancellation of on-campus classes and activities or the possible closing of the
university.
The Manager of Public Safety will keep the Executive Vice President for
Academic Affairs informed when hazardous conditions develop. It will be the
decision of the Executive Vice President for Academic Affairs to cancel classes
and activities or close the university when such conditions exist.

II.

Off-Campus Classes: It will be the responsibility of the Dean of Graduate and
Extended Campus Programs to coordinate with the Office of Public Safety the
identification of forecasted or existing hazardous weather and road conditions
which could necessitate the cancellation of off-campus classes. The Dean of
Graduate and Extended Campus Programs will be responsible for contacting each
Director of MSU ' s Extended Campus Centers and those local school districts
where university classes are conducted regarding weather and road conditions.
The Dean and the Office of Public Safety shall also contact weather stations and
the Kentucky State Police regarding existing and forecasted weather and road
conditions.
Classes will normally be canceled when local conditions have forced the
community colleges and local school districts , utilized by the university , to close .
(We are , however, permitted to use the community colleges in the evenings, if,
in our judgement conditions will change to permit safe access to the facility) .
After a determination of a forecast or the existence of hazardous weather or road
conditions that would force cancellation of an off-campus class or activity , the
Dean of Graduate and Extended Campus Programs will inform the Executive
Vice President for Academic Affairs ' office of off-campus cancellation.

If severe weather occurs suddenly after regular business hours (after 4:30 p.m. M-F or

UAR 124.01

on weekends), the extended campus center director has the authority to cancel classes and
close the center. The extended campus center director will inform the Dean of Graduate
and Extended Campus Programs of the cancellation immediately after attending to the
safety of the individuals at the center.
Distance learning classes will typically be taught at off-campus locations if classes are
being conducted on the main campus. If any distance learning location is closed,
videotapes of class sessions missed will be available for students to view.

HI.

Notification: The Office of Public Safety will coordinate the release of
information with the Office of Institutional Relations and the Dean of Graduate
and Extended Campus Programs. The Executive Vice President for Academic
Affairs will be responsible for notifying the President and other Vice Presidents
of cancellation of on-campus classes and activities.

Maria Fraser
Maria Fraser
Thursday, December 03 , 2009 5:28 PM
Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ; Donna Jo Baker; Gary R. Holeman ; Gerald
L. Demoss; James A Shaw; Jane Vescio Fitzpatrick; Joel Pace; Karla Hughes; Kevin S.
Koett; Loretta Banks Lykins ; M. Scott McBride; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters ; Royal Berg lee; Student Government Association
Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce Ann Meade; Marcia
A Pettit; Peggy Breeze; Rosemary Hinton ; Sandra Lee Ruth; Sharon S. Reynolds ; Theresa
Davis; Vanessa R. Webb
UAR Deletions

Cc:

Subject:

After review, the following UARs have been deleted . The links have been removed from the UAR web page .
UAR 110.01
UAR 122.01
UAR 125.02

Telecourse Credit
Correspondence Credit
Graduate Assistantship Housing Benefits

Maria Fraser
Academic Affairs Staff Assistant
- ce of the Provost
:ehead State University
___ Howell-McDowell
Morehead , KY 40351
(606) 783-2002
m.fraser@moreheadstate .edu
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

125.02

Title:

Graduate Assistantship Housing Benefits

Originator:

Provost

Initial Adoption:
Revision Dates:

I.

3/24/99
07/13/2003; 06/01/2009 (Deletion)

Purpose:

Delete UAR pertaining to graduate assistantship housing benefits. The
graduate assistantship housing benefit was terminated in the spring of 2009

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

__
__
__
__
Ill.

CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): Graduate assistants

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:

125.02: Graduate Assistantship Housing Benefits

Date:

06/01/2009

X
X
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology
Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X

Student Government Association

1-_ University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:
Title:
Originator:
Initial
Adoption:
Revision
Dates:
Deletion Date:
Purpose:
Scope (Who Is
Covered By
This UAR?):
Procedural
References:
Description:

125.02
Graduate Assistantship Housing Benefit
Provost

3/24/99
7/13/2003
06/01/2009
To outline graduate assistantship housing benefit.

Graduate Assistants

To qualify for a graduate assistantship, the stu
admitted to a graduate degree program . The stu
point average and be enrolled full-time for a
no more than 12 hours during each s~~~
for an assistantship summer I the st · ent
graduate hours. Since assistan ships
II , the free double-occupancy re
enrolled for at least 3 graduate
Twenty hours a week must
out-of-state graduate stud
for in-state tuition rate

ditionally
intain a 3.0 grade
,~ ~duate hours , but
· nd spring . To qualify
e
lled for a minimum of 3
available during summer
is available if the student is

the duties of a full assistantship. The
s a graduate assistantship is eligible

si ant is eligible for a free double-occupancy residence
ence hall room will be based on the current doublea in Fields Hall. If the student desires a double-occupancy
re
other than Fields Hall , the student will be required to pay
tween the desired room and the current rate for doubleFields Hall. If the student obtains a residence hall room that has a
rat•e .lW.em than the double- occupancy rate in Fields Hall, the student is not
ligi e or a refund of the difference.
re

the student desires a private room he/she will be required to pay the
ifference between a double-occupancy room in Fields Hall and the room rate
of the residence hall in which he/she is seeking a private room . If the student
withdraws from MSU he/she will not be eligible for a refund from any residence
hall fee adjustment. Off-campus housing is not included and is not
reimbursable.
Family Housing for the Graduate Assistant:

The married graduate assistant or single parent graduate assistant who desires
family housing must pay the difference between a double-occupancy residence

hall room based on Fields Hall and the rate of the residence in family housing
on a space available basis. Off-campus housing is not included and is not
reimbursable . If the student withdrawals from MSU , he/she will not be eligible
for a refund from any family housing fee adjustment.
The above housing information is effective fall, spring, summer I and II. Out-ofstate graduate assistants are eligible for in-state tuition during fall , spring ,
summer I, and summer II.

UAR Number:
Title:
Originator:
Initial
Adoption:
Revision
Dates:
Deletion Date:
Purpose:
Scope (Who Is
Covered By
This UAR?):
Procedural
References:
Description:

125.02
Graduate Assistantship Housing Benefit
Provost

3/24/99
7/13/2003
06/01/2009
To outline graduate assistantship housing benefit.

Graduate Assistants

To qualify for a graduate assistantship , the student must be unconditionally
admitted to a graduate degree program . The student must maintain a 3.0 grade
point average and be enrolled full-time for a minimum of 9 graduate hours, but
no more than 12 hours during each semester in the fall and spring . To qualify
for an assistantship summer I the student must be enrolled for a minimum of 3
graduate hours. Since assistantships are usually not available during summer
II , the free double-occupancy residence hall room is available if the student is
enrolled for at least 3 graduate credit hours .
Twenty hours a week must be devoted to the duties of a full assistantship . The
out-of-state graduate student who obtains a graduate assistantship is eligible
for in-state tu ition rates .
Single Graduate Assistant:

The single graduate assistant is eligible for a free double-occupancy residence
hall room . The free res idence hall room will be based on the current doubleoccupancy room rate in Fields Hall. If the student desires a double-occupancy
residence hall room other than Fields Hall , the student will be required to pay
the difference between the desired room and the current rate for doubleoccupancy in Fields Hall. If the student obtains a residence hall room that has a
rate lower than the double- occupancy rate in Fields Hall , the student is not
eligible for a refund of the difference .
If the student desires a private room he/she will be required to pay the
difference between a double-occupancy room in Fields Hall and the room rate
of the residence hall in wh ich he/she is seeking a private room . If the student
withdraws from MSU he/she will not be eligible for a refund from any residence
hall fee adjustment. Off-campus housing is not included and is not
reimbursable .
Family Housing for the Graduate Assistant:

The married graduate assistant or single parent graduate assistant who desires
family housing must pay the difference between a double-occupancy residence

hall room based on Fields Hall and the rate of the residence in family housing
on a space available basis . Off-campus housing is not included and is not
reimbursable . If the student withdrawals from MSU , he/she will not be eligible
for a refund from any family housing fee adjustment.
The above housing information is effective fall , spring , summer I and II . Out- ofstate graduate assistants are eligible for in-state tuition during fall , spring ,
summer I, and summer II.

r/
/

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 125.02
Title: Graduate Assistantship Housing Benefit

Originator: Provost
Initial Adoption: March 24, 1999
Revision Dates: July 13, 2003
I.

II.

Purpose: To outline graduate assistantship housing benefit.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Graduate Assistants

Attach a description of the UAR.

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR# 125.02
Titled: Graduate Assistantship Housing Benefit
Date:

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*
Associate Vice President for Graduate and Undergraduate Programs
Graduate Office

All originals will be filed in the Office of The Provost in H-M 205.

Appropriate VP is responsible for distribution to those people in his/her division.

Morehead State University
Administrative Regulation

Title:

Graduate Assistantship Housing Benefit

Purpose:

To qualify for a graduate assistantship, the student must be
unconditionally admitted to a graduate degree program. The
student must maintain a 3.0 grade point average and be enrolled
full-time for a minimum of 9 graduate hours, but no more than 12
hours during each semester in the fall and spring. To qualify for an
assistantship summer I the student must be enrolled for a minimum
of 3 graduate hours. Since assistantships are usually not available
during summer II, the free double-occupancy residence hall room is
available if the student is enrolled for at least 3 graduate credit
hours.
Twenty hours a week must be devoted to the duties of a full
assistantship. The out-of-state graduate student who obtains a
graduate assistantship is eligible for in-state tuition rates.

Single Graduate Assistant:
The single graduate assistant is eligible for a free doubleoccupancy residence hall room . The free residence hall room will
be based on the current double-occupancy room rate in Fields Hall.
If the student desires a double-occupancy residence hall room
other than Fields Hall , the student will be required to pay the
difference between the desired room and the current rate for
double-occupancy in Fields Hall. If the student obtains a residence
hall room that has a rate lower than the double- occupancy rate in
Fields Hall , the student is not eligible for a refund of the difference.
If the student desires a private room he/she will be required to pay
the difference between a double-occupancy room in Fields Hall and
the room rate of the residence hall in which he/she is seeking a
private room . If the student withdraws from MSU he/she will not be
eligible for a refund from any residence hall fee adjustment. Offcampus housing is not included and is not reimbursable .

Family Housing for the Graduate Assistant:

The married graduate assistant or single parent graduate assistant
who desires family housing must pay the difference between a
double-occupancy residence hall room based on Fields Hall and
the rate of the residence in family housing on a space available
basis. Off-campus housing is not included and is not reimbursable .
If the student withdrawals from MSU , he/she will not be eligible for
a refund from any family housing fee adjustment.
The above housing information is effective fall , spring , summer I
and II. Out-of-state graduate assistants are eligible for in-state
tuition during fall, spring , summer I, and summer II.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 125 .01
Title:

Graduate Assistantship Housing Benefit

Originator: Executive Vice President for Academic Affairs
Initial Adoption:

March 24, 1999

Revision Dates:

I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To outline graduate assistantship housing benefit.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Graduate Assistants

Attach a description of the UAR.

(Description Attached)

Approved by:

3- c!2 c/ -99
Ronald G. Eaglin, Preside

Date

UAR Distribution List
The following shall receive a copy of the UAR#

125 .01

Titled :

Graduate Assistantshi

Benefit

Date:

March 24, 1999
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate
Staff Congress
Student Government Association

Others:*
Marc Glasser
Graduate Office

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR 125.01

,.
Morehead State University
Administrative Regulation
Title:

Graduate Assistantship Housing Benefit

Purpose:

To qualify graduate assistant must be unconditionally admitted
to a graduate degree program. The student must maintain a 3.0
grade point average and be enrolled full-time for a minimum of 9
graduate hours, but no more than 12 hours during each
semester in the fall and spring. To qualify for an assistantship
summer I the student must be enrolled for a minimum of 3
graduate hours. Since assistantships are usually not available
during summer 11, the free double-occupancy residence hall
room is available if the student is enrolled for at least 3
graduate credit hours.
Twenty hours a week must be devoted to the duties of a full
assistantship. The out-of-state graduate student who obtains a
graduate assistantship is eligible for in-state tuition rates.
Single Graduate Assistant:

The single graduate assistant is eligible for a free doubleoccupancy residence hall room. The free residence hall room
will be based on the current double-occupancy room rate in
Cartmell Hall. If the student desires a double-occupancy
residence hall room other than Cartmell Hall, the student will be
required to pay the difference between the desired room and
the current rate for double occupancy in Cartmell Hall. If the
student obtains a residence hall room that has a rate lower than
the double occupancy rate in Cartmell Hall, the student is not
eligible for a refund of the difference.
If the student desires a private room he/she will be required to
pay the difference between a double-occupancy room in
Cartmell Hall and the room rate of the residence hall in which
he/she is seeking a private room. If the student withdraws from
MSU he/she will not be eligible for a refund from any residence
hall fee adjustment . Off-campus housing is not included and is
not reimbursable .

UAR 125.01

Family Housing for the Graduate Assistant:
The married graduate assistant or single parent graduate
assistant who desires family housing must pay the difference
between a double-occupancy residence hall room based on
Cartmell Hall and the rate of the residence in family housing on
a space available basis. Off-campus housing is not included and
is not reimbursable. If the student withdraws from MSU,
he/she will not be eligible for a refund from any family housing
fee adjustment.
The above housing information is effective fall, spring, summer I
and II. Out-of-state graduate assistants are eligible for in-state
tuition during fall, spring, summer I, and summer II.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 126.02
Title:

Faculty International Identification Cards and Medical Insurance

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 4/14/1999
Revision Dates:

4/09/2010

I.

Purpose:
To outline procedure for faculty traveling abroad for academic
purposes to apply for the CIEE International Identification Card.

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

Advising Procedures

Scope (Who is covered by this UAR?):

Morehead State University Faculty

Attach a description of the UAR.

(Description Attached)

Approved by:

):!:~J:i/J#~~

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

Procedural References:
Scope (Who Is Covered
By This UAR?):
Description:

126.02
Faculty International Identification Cards and Medical
Insurance
Provost and Vice President for Academic Affairs

4/14/1999
04/09/2010
To outline procedure for faculty traveling abroad for
academic purposes to apply for the CIEE International
Identification Card.
Other -Advising Procedures
Morehead State University Faculty
Purpose:
All Morehead State University faculty traveling abroad for
academic purposes are eligible to apply for the International
Teacher Identity card available through the Office of
International Student Services and the Office of Risk
Management/ Environmental Health and Safety. Medical
insurance that is provided with this card fulfills minimum basic
requirements for accidents , sickness , accidental death or
dismemberment, emergency evacuation and repatriation.
Additional benefits such as reduced admission costs to
museums , etc. are described in the information booklet that will
be received with the identification card.
Procedure For Faculty Participating In Sponsored Job
Related Study Abroad Or Cultural Enrichment Programs:
The identification card will be issued according to the following
procedure at no cost for faculty who are participating in a MSUsponsored study abroad or cultural enrichment program that is
job related.

1. No less than five (5) weeks prior to the scheduled
departure date, the faculty member will notify the Office
of International Student Services of the need for the
card , destination and scheduled departure date.
2. The Office of International Student Services will notify
the Office of Risk Management / Environmental Health
and Safety. The request for payment of the card for
eligible faculty will be initiated.
3. The application for the international ID card will be
forwarded to the Office of International Student Services
who will distribute the card to the faculty member.

4. No less than three (3) weeks prior to the scheduled
departure date, the faculty member will provide to the
Office of International Student Services the following :
a. Completed application form ,
b. Proof of payment for the application fee by the
department,
c. One (1 ) passport-sized photo taken within the
past year.
5. All required materials will be forwarded to the Office of
Risk Management/ Environmental Health and Safety.
The Office of Environmental Health and Safety will
manage the creation of the ID cards. The completed
international ID cards will be returned to the Office of
International Student Services for distribution.
Procedure For Non-Job Related Faculty International
Travel:
1. No less than five (5) weeks prior to the scheduled
departure date, the faculty member will forward to the
Office of Risk Management / Environmental Health and
Safety the following :
a. Completed application form ,
b. Receipt from the MSU cashier documenting
payment of the application fee ,
c. One (1) passport-sized photo taken with in the
past year.

The Office of Risk Management/ Environmental Health and
Safety will make and distribute the cards to the faculty
member.
Approved by: Wayne D. Andrews , President Date : 8/17/2010

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss ; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade ; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth ; Sharon S. Reyno lds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

rom:

ent:
To:

Cc:
Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
_.:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Adm inistrative Regulations Web Page :
http://www.moreheadstate .edu/daa/uar/index.aspx?id=340
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Telecommunications Resource Usage
Revision : 4/9/10
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Revision : 4/9/10
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Revision : 4/9/10
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MSU Student Motor Vehicle Operating Program
Revision: 4/9/10
Signed by President: 8/17 /10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
~A~rehead State University
5 Howell-McDowell
... ~rehead, KY 40351
(606) 783-2002
m.fraser@morehead state.edu
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

12 6. 0 1

Faculty International Identification Cards and Medical Insurance

Originator: Executive Vice President for Academic Affairs
Initial Adoption: Ap ril 14, 1 9 9 9
Revision Dates:
I.

Purpose:

II.

Procedural Reference for:
__
__
__
__
__

Ill.

To outline procedure for faculty traveling abroad for academic
purposes to apply for the CIEE International Identification Card .

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University Students

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR# 126. 01
Titled :

Facult

Date:

April 14, 1999

International Identification Cards

&

Medical Insurance

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate
Staff Congress
Student Government Association

Others:*
Marc Glasser
Janet Gross

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR 126.01

Morehead State University
Administrative Regulation
Title:

Faculty International Identification Cards and Medical Insurance

Purpose:

All Morehead State University faculty traveling abroad for academic
purposes are eligible to apply for the CIEE International Identification
card available through the Office of International Education and
Support Services. Medical insurance that is provided with this card
fulfills minimum basic requirements for accidents, sickness, accidental
death or dismemberment, emergency evacuation and repatriation.
Additional benefits such as reduced admission costs to museums, etc.
are described in the information booklet that will be received with the
identification card.

Procedure:

The identification card will be issued according to the following
procedure at no cost for faculty who are participating in a MSUsponsored study aborad or cultural enrichment program that is job
related. For all other faculty, the cost of the card will be $20/year.
The procedure for obtaining the international identification card is as
follows.
1.
Five (5) weeks prior to the scheduled departure date, the faculty
member will notify the Director of International Education of the
need for the card, destination and scheduled departure date.
2.

The Director of International Education will notify Support
Services. The request for payment of the card for those faculty
eligible will be initiated.

3.

The application for the international ID card will be forwarded to
the Director who will distribute to the faculty member.

4.

Three (3) weeks prior to the scheduled departure date, the
faculty member will forward to the Director of International
Education the following:
a.
completed application form,
b.
receipt from the MSU cashier documenting payment of
the $20 application fee, if applicable and
c.
one (1) passport-sized photo taken within the past year.

5.

All required materials will be submitted to Support Services.
The completed international ID cards will be returned to the
Director of International Education for appropriate distribution.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 127.02
Title:

Student International Identification Cards and Medical Insurance

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 4/14/1999
Revision Dates:

4/9/2010

I.

Purpose:
To outline procedures for students participating in MSUsponsored study abroad programs to purchase the International Student
Identify Card.

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

Advising Procedures

Scope (Who is covered by this UAR?):

Morehead State University Students

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

Procedural References:
Scope (Who Is Covered
By This UAR?):
Description:

127.02
Student International Identification Cards and Medical
Insurance
Provost and Vice President for Academic Affairs
4/14/1999
04/09/2010
To outline procedures for students participating in MSUsponsored study abroad programs to purchase the
International Student Identity Card (ISIC)
Other - Advising Procedures
Morehead State University Students
Purpose:
All Morehead State University students participating in MSUsponsored study abroad programs are required to purchase
the International Student Identity Card unless a comparable or
better insurance program can be documented . Medical
insurance that is provided with this card fulfills minimum basic
requirements for accidents, sickness, accidental death or
dismemberment, emergency evacuation and repatriation.
Additional benefits such as reduced admission costs to
museums, etc. are described in the information booklet that will
be received with the identification card.
Procedure For Students Participating In International
Study:
The procedure for obtaining the international identification card
is as follows .
1. At least five (5) weeks prior to the scheduled departure
date, the individual administratively responsible for the
University sponsored international travel will provide the
Office of International Student Services with the
estimated number of students who will be participating
in the trip and the scheduled departure date.
2. The Office of International Student Services will notify
the Office of Risk Management / Environmental Health
and Safety of the estimated number of cards needed
and the scheduled departure date.
3. The Office of Environmental Health and Safety will
forward the appropriate number of applications for the
international ID card to the Office of International
Student Services who will distribute to the program
administrator. The program administrator will provide

the applications to the students participating in the
international travel program.
4. At least three (3) weeks prior to the scheduled departure
date, the participating students will forward to the Office
of International Student Services the following:
a. Completed application form ,
b. Receipt from the MSU cashier documenting
payment of the application fee,
c. One (1) passport-sized photo taken within the
past year.
5. All required materials will be forwarded to the Office of
Risk Management / Environmental Health and Safety.
The Office of Risk Management/ Environmental Health
and Safety will make the ID cards. The completed
international ID cards will be returned to the Office of
International Student Services for distribution.
Procedure For Students in Non-Study Program
International Travel:
1. No less than five (5) weeks prior to the scheduled
departure date, the student will provide to the Office of
Risk Management/ Environmental Health and Safety
the following :
a. Completed application form ,
b. Receipt from the MSU cashier documenting
payment of the application fee ,
c. One (1) passport-sized photo taken within the
past year.

The Office of Risk Management I Environmental Health and
Safety will make and distribute the cards to the students.
Approved by: Wayne D. Andrews, President Date: 8/17/2010

Maria Fraser
·om:
mt:
To:

Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCorm ick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss ; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall ; Jill C. Ratliff; Joel Pace; Karla Hughes ; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

Cc:
Subject:

Sent on behalf of the Provost:
Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web . Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List :
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs- I RSA
Academic Deans
ecutive Director Regional Engagement
.. .:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page :
http ://www.moreheadstate.edu/daa/uar/index.aspx?id=340
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 127. 01
Title:

Student International Identification Cards and Medical Insurance

Originator: Executive Vice President for Academic Affairs
Initial Adoption: April 14, 1999
Revision Dates:

I.

Purpose:

II.

Procedural Reference for:
__
__
__
__
__

111.

To outline procedure for students participating in MSU-sponsored
study abroad programs to purchase the CIEE International
Identification Card.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University Students

Attach a description of the UAR.

(Description Attached)

Date

)

UAR Distribution List
The following shall receive a copy of the UAR# 127. 01
Titled:

Student International Identification Cards

Date:

A ril 14

&

Medical Insurance

1999

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement
Academic Deans

X

Faculty Senate
Staff Congress

X

Student Government Association

Others:*

Marc Glasser
Janet Gross

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.
*Appropriate VP is responsible for distribution to those people in his/her division.

)

UAR 127.01

Morehead State University
Administrative Regulation

Title :

Student International Identification Cards and Medical Insurance

Purpose:

All Morehead State University students participating in MSU-sponsored
study abroad programs are required to purchase the CIEE International
Identification card unless a comparable or better insurance program
can be documented. Medical insurance that is provided with this card
fulfills minimum basic requirements for accidents , sickness, accidental
death or dismemberment, emergency evacuation and repatriation.
Additional benefits such as reduced admission costs to museums , etc.
are described in the information booklet that will be received with the
identification card.

Procedure:

The procedure for obtaining the international identification card is as
follows.
1.
Five (5) weeks prior to the scheduled departure date, the
individual administratively responsible for the University
sponsored international travel will provide the Director of
International Education with the estimated number of students
who will be participating in the trip and the departure date.
2.

The Director of International Education will notify Support
Services of the estimated number of cards needed and the
scheduled departure date .

3.

Applications for the international ID card will be forwarded to
the Director who will distribute to the program administration .

4.

Three (3) weeks prior to the scheduled departure date, the
program administrator will collect from all participating students
and forward to the Director of International Education the
following:
a.
completed application form ,
b.
receipt from the MSU cashier documenting payment of
the $20 application fee ,
c.
one (1) passport-sized photo taken within the past year.

5.

All required materials will be submitted to Support Services.
The completed international ID cards will be returned to the
Director of International Education for appropriate distribution.

UAR Number:
Title:

.~.;.

Originator:
Initial Adoption:
Revis ion Dates:
Purpose:

Procedural References:
Scope (Who Is Covered
By This UAR?):
Description:

128.04
Students Who Require Developmental Education
Instruction
Provost and Vice President for Academic Affairs
11/27/2001
11/11/2008, 3/01/2010 , 4/27/2011
To outline the Developmental Education requirements for entering
students who have an ACT sub score below 18 for English , 19 for
Mathematics and 20 for reading and to require them to enroll in
one or more preparatory classes.

Kentucky Administrative Regulation 13 KAR 2.020
Entering first year students

1. Students are required to take the appropriate
developmental courses that will prepare them for
success at the University.

A Students with an ACT sub score in mathematics
of 18 or below, whose program of study does not
require Math 152, College Algebra , will be
required to satisfactorily complete Mathematics
090 - Pre-Algebra .

..Jt

B. Students with an ACT sub score in mathematics
below 19 will be required to enroll in Mathematics
091 , Beginning Algebra , followed by Mathematics
093 , Intermediate Algebra if their program of
study requires them to enroll in Mathematics 093.
Students whose program of study does not
require MATH 152, College Algebra , and
therefore are not required to enroll in
Mathematics 093, may substitute MATH 090 for
MATH 091 .
C. Students with an ACT sub score in mathematics
of 19 and a program of study requiring certain
math courses could be required to take
Mathematics 093, Intermediate Algebra.
Students need to check with their advisor or
examine the Undergraduate Catalog to determine
if their program of study requires them to enroll in
Mathematics 093 as a prerequisite.
D. Students who need to take Mathematics 093 ,
Intermediate Algebra , who have an ACT sub
score in mathematics of 18 or below, must first
satisfactorily complete Mathematics 091 ,

Beginning Algebra .
E. Students whose program of study requires
Mathematics 152, College Algebra , who have an
ACT sub score in mathematics of 19, must
satisfactorily complete Mathematics 093 ,
Intermediate Algebra .
F. Students with an ACT sub score in reading below
18 will be required to enroll in EDEL 096 ,
Strategic Reading I, followed by a second
reading course EDEL 097.
G. Students with an ACT sub score in reading of 1819 will be required to enroll in EDEL 097,
Strategic Reading II.
H. Students with an ACT sub score in English of 13
or lower will be required to enroll in English 090,
Developmental Writing. Upon successful
completion of English 090, they must enroll in
English 099, Basic Writing Skills.

I.

Students with an ACT sub score in English of 1417 will be required to enroll in English 099, Basic
Writing Skills.

2. The Developmental Education program is designed for
the student's first year to help them succeed in their
academic efforts and to advance to the next level. If
they are required to enroll in developmental classes ,
they will need to meet the following requirements :

A Obtain a grade of "C" or higher in all required
developmental courses .
B. Make monthly appointments with their advisor so
that their academic success can be monitored .
Meet more frequently with their advisor as
necessary to meet academic goals.

,.

C. Complete all developmental requirements before
the completion of 30 credit hours . Students will
not be allowed to enroll in any college credit
course beyond 30 hours until all developmental
courses have been taken and passed with a

grade of "C" or better.
D. Developmental courses cannot be dropped
without written permission of the Office of
Academic Services . Students who drop a
developmental education class must sign a
contract acknowledging their understanding of
the 30 hour rule and they must agree to enroll in
the course the next semester. If a student
officially withdraws from the University before the
end of the current semester, the current courses
will not count towards the 30 hours.
Approved by: Wayne D. Andrews , President Date: 06/02/11

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

~

Procedural
References:
~-- Scope:
Description:

108.02
Incomplete Grade "I"
Provost and Vice President for Academic Affairs
04/03/1992
03/01/2010
To establish regulations for granting an undergraduate student an
incomplete grade , "I."
UAR - Grades
Undergraduate students
The grade of "I" shall be used when , because of extenuating
circumstances , the student cannot complete course requirements
by the end of the term , but probably can do so if given an extension
by one-half semester. If the course requirements are not completed
by mid-term of the next semester, the "I" will be changed to a failing
grade .

Time Schedule: The following time schedule represents the
maximum time allowed to change an incomplete to a letter grade. A
faculty member may choose to set an earlier deadline if the extent
of the work to be completed does not require half a semester to
complete. If the normally allotted time is shortened , the student
must be notified in writing .

,.

"I" grade received
1. End of fall semester
2. End of spring term
3. End of Summer I or II

Must be changed by
1. Mid-term of spring semester
2. Mid-term of fall semester
3. Mid-term of fall semester

Procedure: The faculty member must prepare and submit to the
department chair a change of grade form five working days after
the student's completed work is received . This means that the
student must finish the course work at least five working days prior
to the deadline date for the receipt of mid-term grades in the Office
of the Registrar.
Approved by Wayne D. Andrews , President Date : 3/9/2010

UAR NUMBER: 128.05
TITLE: College Readiness
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 11/27/2001
REVISION DATE(S): 11/11 /2008, 3/01/2010, 4/27/2011 , 11 /26/2018
AUDIENCE: (SELECT All THAT APPLY)
FACULTY
✓ STAFF
✓ STUDENTS

✓

VENDORS

OTHER (SPECIFY):

PURPOSE:
To outline requirements for students who have ACT sub scores below 18 for English, 19 for Mathematics, and 20 for
eading.

SCOPE:
Undergraduate Students

,.

.

DESCRIPTION (INCLUDE DEFINITIONS):
Students are required to take the appropriate core general education courses that will prepare them for success at the
University. In order to determine placement in the appropriate courses, scores on statewide College Readiness Indicators
(as directed by the Kentucky Council on Postsecondary Education), that were taken not more than four years prior, will
be used. These Indicators can be found athttp:// http://cpe.ky.gov/policies/collegereadiness.htrnl.
1. Students demonstrating academic readiness via their scores on the ACT (or equivalent) shall be placed in
credit-bearing courses in their respective curriculum pathway and shall not be required to enroll in a non-credit bearing
developmental course.
2. A student who does not demonstrate academic readiness via scores on the ACT (or equivalent) shall be administered
an academic readiness placement exam only in the area in which the student does not meet the benchmark. Based on
scores on the placement exam, the student then will be placed in a corequisite (or "enhanced") course in the appropriate
curriculum pathway in any areas for which the student still has not met the academic readiness standards. Corequisite (or
"enhanced") courses are those which pair just-in-time supplemental instruction in a content area with traditional course
content (e.g., supplemental instruction in writing paired with an introductory writing course, supplemental instruction in
mathematics paired with an introductory mathematics course, etc.) Students shall not be required to enroll in or complete
a non-credit-bearing developmental course in any academic readiness area.
a. Mathematics placement
Students in a curriculum pathway requiring MA TH 123, MA TH 131 , or MA TH 135 should have an ACT subscore in
mathematics of 19 or higher (or equivalent as outlined in the College Readiness Indicators document); however students
with a mathematics subscore of 18 or below (or equivalent) wi ll be required to satisfactorily complete a corequisite or
"enhanced" version of the mathematics general education courses associated with their curriculum pathway (i.e., MA TH
123E - Introduction to Statistics; MA TH 13 lE - General Mathematics Problem Solving; or MATH 135E - Mathematics
for Technical Students) .
:tudents in a curricular pathway requiring MA TH 152 should have an ACT subscore in mathematics of 22 or higher (or
quivalent as outlined in the College Readiness Indicators document); however students with a mathematics subscore of
21 or below (or equivalent) will be required to satisfactorily complete MA TH l 52E - College Algebra.
Students in curricular pathways requiring MA TH 174 and MA TH 175 must meet prerequisite requirements for
enrollment.
b. Writing I placement
Students entering ENG 100 should have an ACT subscore in English of 18 of higher (or equivalent as outlined in the
College Readiness Indicators document); however students with a subscore in English of 17 or below (or equivalent) will
be required to satisfactorily complete ENG lO0E.
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DESCRIPTION (CONTINUED):
c. Reading placement
Students with an ACT subscore in Reading of 19 or below (or equivalent as outlined in the College Readiness Indicators
focument) will be required to satisfactorily complete a corequisite or "enhanced" version of the First Year Seminar
course that provides supplemental instruction in reading (i.e. , FYS IO lE). Students with a subscore in Reading of 20 or
higher (or equivalent) enroll in FYS 101.
In addition, students entering the University with a high school grade point average of between 2.0 to 2.49 must enter into
a learning contract prior to enrolling for courses. A "learning contract" is a student success document signed by the
student and designated institutional representative that outlines: 1) advising, mentoring, tutoring, and supplemental
services expectations; 2) learning goals and expectations; 3) expectations for participation in financial literacy training; 4)
the process by which student progress will be monitored; and 5 the length of the contract.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

128.03

Title:

Students Who Require Developmental Education Instruction

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 11/27/2001
Revision Dates: 11/11/2008, 03/01/2010
I.

Purpose:
To outline the Developmental Education requirements for
entering students who have an ACT sub score below 18 for English, 19 for
Mathematics and 21 for reading and to require them to enroll in one or
more preparatory classes.

II.

Procedural Reference for:
__
__
__
__
x

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _.;..;13~KA~R...;:2;:.;.•..;;.0=20.;;.-_ _ _ _ _ __

Scope (Who is covered by this UAR?):
Entering first year students

Attach a description of the UAR.

(Description Attached)

UAR NUMBER:
TITLE
ORIGINATOR
INITIAL ADOPTION
REVISION DATES
PURPOSE

PROCEDURAL
REFERENCES
SCOPE (Who is
covered by this UAR?)
DESCRIPTION

128.03
Students Who Require Developmental Education Instruction
Provost and Vice President for Academic Affairs
11/27/01
11/11/08, 3/1/2010
To outline the Developmental Education requirements for
entering students who have an ACT sub score below 18 for
English , 19 for Mathematics and 21 for reading and to require
them to enroll in one or more preparatory classes.
Kentucky Administrative Regulation 13 KAR 2.020

Entering first year students
1. Students are required to take the appropriate
developmental courses that will prepare them for success
at the University.
·
A. Students with an ACT sub score in mathematics
below 19 will be required to enroll in Mathematics
091 , Beginning Algebra , followed by Mathematics
093, Intermediate Algebra if their program of study
requires them to enroll in Mathematics 093 .
B. Students with an ACT sub score in mathematics of
19 and a program of study requiring certain math
courses could be required to take Mathematics 093,
Intermediate Algebra. Students need to check with
their advisor or examine the Undergraduate Catalog
to determine if their program of study requires them
to enroll in Mathematics 093 as a prerequisite.
C. Students with an ACT sub score in reading below
18 will be required to enroll in EDEL 096, Strategic
Reading I, followed by a second reading course
EDEL 097 .
D. Students with an ACT sub score in reading of 18-20
will be required to enroll in EDEL 097 , Strategic
Reading II.
E. Students with an ACT sub score in English of 13 or
lower will be required to enroll in English 090,
Developmental Writing. Upon successful
completion of English 090 , they must enroll in
English 099, Basic Writing Skills.

F. Students with an ACT sub score in English of 14-17
will be required to enroll in English 099 , Basic
Writing Skills.

2. The Developmental Education program is designed for the
student's first year to help them succeed in their academic
efforts and to advance to the next level. If they are
required to enroll in developmental classes, they will need
to meet the following requirements:
A. Obtain a grade of "C" or higher in all required
developmental courses .
B. Make monthly appointments with their advisor so
that their academic success can be monitored.
Meet more frequently with their advisor as
necessary to meet academic goals.
C. Complete all developmental requirements before
the completion of 30 credit hours. Students will not
be allowed to enroll in any college credit course
beyond 30 hours until all developmental courses
have been taken and passed with a grade of "C" or
better.
D. Developmental courses cannot be dropped without
written permission of the Office of Academic
Services . Students who drop a developmental
education class must sign a contract acknowledging
their understanding of the 30 hour rule and they
must agree to enroll in the course the next
semester. If a student officially withdraws from the
University before the end of the current semester,
the current courses will not count towards the 30
hours.
Approved by Wayne D. Andrews, President Date:

UAR NUMBER: 128.02
TITLE: Students Who Require Developmental Education Instruction
ORIGINATOR: Associate Provost for Academic Outreach and Support
INITIAL ADOPTION: 11/27/2001
REVISION DATES: 9/5/2005
PURPOSE: To outline MSU' s Developmental Education Program for students who have an
ACT sub score below 18 in English, mathematics, or reading, and to require them to enroll in
one or more appropriate preparatory classes.
PROCEDURAL REFERENCES:
SCOPE (Who is covered by this UAR?): Entering freshmen
DESCRIPTION:

1. Students are required to take the appropriate developmental courses that will prepare
them for success at the University.
A Students with an ACT sub score in mathematics below 18 will be required to
enroll in Mathematics 091 , Beginning Algebra, followed by Mathematics 093 ,
Intermediate Algebra if their program of study requires them to enroll in
Mathematics 093 .
B. Students with an ACT sub score in mathematics of 18 or 19 and a program of
study requiring certain math courses could be required to take Mathematics 093 ,
Intermediate Algebra. Students need to check with their advisor or examine the
Undergraduate Catalog to determine if their program of study requires them to
enroll in Mathematics 093 as a prerequisite.
C. Students with an ACT sub score in reading of 15 or below will be required to
enroll in EDEL 096, Strategic Reading I, followed by a second reading cotrse,
EDEL 097.
D. Students with an ACT sub score in reading of 16 or 17 will be required to enroll
in EDEL 097, Strategic Reading II.
E. Students with an ACT sub score in English of 13 or lower will be required to
enroll in English 090, Developmental Writing. Upon successful completion of
English 090, they must enroll in English 099, Basic Writing Skills.
F. Students with an ACT sub score in English of 14-17 will be required to enroll in
English 099, Basic Writing Skills.
2. The Developmental Education program is designed for the students' freshmen year to
help them to be more successful. Transfer students are required to complete any needed
developmental education requirements during their first semester of enrollment. If
students are required to enroll in developmental classes, they will need to meet the
following requirements:
A Obtain a grade of "C" or higher in all required developmental courses.
B. Make monthly appointments with their advisor so that their academic success can
be monitored. If necessary, meet more frequently with their advisor.

C. Complete all developmental requirements by the end of 45 attempted credit hours.
Students will not be allowed to enroll in any college credit course beyond 45
hours until all developmental courses have been taken and passed with a grade of
"C" or better.
D. Developmental courses cannot be dropped without written permission of the
Office of Academic Advising and Career Services. Students who drop a
developmental education class will sign a contract stating their understanding of
the 45 hour rule and agree to enroll in the course the next semester of enrollment.
If a student officially withdraws from the University, the semester of withdrawal
will not count toward the 45 hours.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

128.02

Title:

Students Who Require Developmental Instruction

Originator: Associate Provost for Academic Outreach and Support
Initial Adoption:
Revision Dates:

November 27, 2001
September 5, 2005

To outline MSU's developmental instruction program for
entering freshmen who have an ACT subscore below 18 in
English, mathematics, or reading, and to require them to enroll
in one or more appropriate preparatory class.

I.

Purpose:

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Entering freshmen

Attach a description of the UAR.

(Description Attached)
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UAR 128.02

Morehead State University
University Administrative Regulation
TITLE:

Students Who Require Developmental Education Instruction

PURPOSE:

To outline MSU's Developmental Education Program for students
who have an ACT sub score below 18 in English, mathematics, or
reading, and to require them to enroll in one or more appropriate
preparatory classes.
·

DESCRIPTION:

1. Students are required to take the appropriate developmental courses that will prepare
them for success at the University.
.
A. Students with an ACT sub score in mathematics below 18 will be required to
enroll in Mathematics 091, Beginning Algebra, followed by Mathematics 093,
Intermediate Algebra if their program of study requires them to enroll in
Mathematics 093.
B. Students with an ACT sub score in mathematics of 18 or 19 and a program of
study requiring certain math courses could be required to take Mathematics 093,
Intermediate Algebra. Students need to check with their advisor or examine the
Undergraduate Catalog to determine if their program of study requires them to
enroll in Mathematics 093 as a prerequisite.
C. Students with an ACT sub score in reading of 15 or below will be required to
enroll in EDEL 096, Strategic Reading I, followed by a second reading course,
EDEL097.
D. Students with an ACT sub score in reading of 16 or 17 will be required to enroll
in EDEL 097, Strategic Reading II.
E. Students with an ACT sub score in English of 13 or lower will be required to
enroll in English 090, Developmental Writing. Upon successful completion of
English 090, they must enroll in English 099, Basic Writing Skills.
F. Students with an ACT sub score in English of 14-17 will be required to enroll in
English 099, Basic Writing Skills.
2. The Developmental Education program is designed for the students' freshmen year to
help them to be more successful. Transfer students are required to complete any needed
developmental education requirements during their first semester of enrollment. If
students are required to enroll in developmental classes, they will need to meet the
following requirements:
A. Obtain a grade of "C" or higher in all required developmental courses.
B. Make monthly appointments with their advisor so that their academic success can
be monitored. If necessary, meet more frequently with their advisor.

UAR 128.02

C. Complete all developmental requirements by the end of 45 attempted credit hours.
Students will not be allowed to enroll in any college credit course beyond 45
hours until all developmental courses have been taken and passed with a grade of
"C" or better.
D. Developmental courses cannot be dropped without written permission of the
Office of Academic Advising and Career Services. Students who drop a
developmental education class will sign a contract stating their understanding of
the 45 hour rule and agree to enroll in the course the next semester of enrollment.
If a student officially withdraws from the University, the semester of withdrawal
will not count toward the 45 hours.

.

.
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Initial Adoption: November 27, 2001
Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To outline MSU's developmental instruction program for
entering freshmen who have an ACT subscore below 18 in
English, mathematics, or reading

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Entering freshmen

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
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Date:
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X

Vice President for Student Life and Dean of Students
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Vice President for University Relations

X
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X
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X
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X
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X
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UAR 128.01

Morehead State University
University Administrative Regulation
Subject:

Students Who Require Developmental Instruction

Purpose:

To outline Morehead State University's developmental instruction
program for entering freshmen with an ACT subscore below 18 in
English, mathematics or reading and to require them to enroll in one or
more appropriate preparatory classes.

I.

Students are required to take the appropriate developmental
courses that will prepare them for success at the University.
A.

Students with an ACT subscore in mathematics below 18
will be required to enroll in Mathematics 091, Beginning
Algebra, followed by Mathematics 093, Intermediate
Algebra if their program of study requires them to enroll in
Mathematics 093.

B.

Students with an ACT subscore in mathematics of 18 or 19
and a program of study requiring certain math courses
could be required to take Mathematics 093, Intermediate
Algebra. Students need to check with their advisor or
examine the Undergraduate Catalog to determine if their
program of study requires them to enroll in Mathematics
093.

C.

Students with an ACT subscore in reading of 16 & 17 will be
required to enroll in EDEL 098, Strategic Reading I.

D.

Students with an ACT subscore in reading of 15 or below
will be required to enroll in EDEL 098, followed by a second
reading course, EDEL 099, Strategic Reading II.

E.

Students with an ACT subscore in English of 12-17 will be
required to enroll in English 099, Basic Writing Skills.

F.

Students with an ACT subscore in English of 11 or lower will
be required to enroll in English 090, Developmental
Writing. Upon successful completion of English 090, they
must enroll in English 099, Basic Writing Skills.

UAR 128.01

11.

The developmental studies program is designed for the students'
freshmen year to help them to be more successful. If they are
required to enroll in developmental classes, they will need to
meet the following requirements:
A.

Obtain a grade of "C" or higher in all required
developmental courses.

B.

Make monthly appointments with their advisor so that their
academic success can be monitored. Meet more frequently
with their advisor if needed.

C.

Complete all developmental requirements by the end of
their first 24 credit hours. If they do not complete all
developmental requirements within their first 24 credit
hours, they must complete all required developmental
courses before enrolling in any other classes or secure a
letter of exception from the Office of Academic Support
and Retention.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 129.01
Title: Continuing Education

Originator:

Dan Connell

Initial Adoption:

·February 18, 2005

Revision Dates:

I.

II.

Purpose: Morehead State University strongly encourages all of its units to
develop non-credit continuing education and community
education activities for constituencies inside and outside the
University. The Office of Continuing Education will assist all units
in developing continuing education and community education
activities.
Procedural Reference for:
__
__
__
__
_ ..,;,.X;_..

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify
SACS Accreditation Requirements

Scope (Who is covered by this UAR?): All Units within Morehead State
University

Attach a description of the UAR.

(Description Attached)

Approved by:
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Continuing Education

Date: February 18, 2005
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UAR 129.01

Morehead State University
Administrative Regulation

TITLE:

CONTINUING EDUCATION

PURPOSE:

Morehead State University strongly encourages all of its units to
develop non-credit continuing education and community education
activities for constituencies inside and outside the University. The
Office of Continuing Education will assist all units in developing
continuing education and community education activities.

RESPONSIBILITY:

It shall be the responsibility of the Office of Continuing Education
to coordinate non-credit continuing education and community
education opportunities. Responsibility shall include assessment,
planning, implementation, and evaluation associated with the
non-credit activity; continuing education record keeping; issuing
continuing education transcripts; and administration of funds of
any University sponsored event, with the exception of camps and
other activities managed by Conference Services, involving the
generation of revenue.
It shall be the responsibility of any Morehead State University
faculty, staff, or student to involve the Office of Continuing
Education in the planning, recording, and evaluation of continuing
education activities. University units or employees that fail to
involve the Office of Continuing Education in such activities may
not issue Continuing Education Units (CEUs). Failure to comply
with these guidelines jeopardizes the University' s compliance with
the Southern Association of Colleges and Schools (SACS) Criteria.
It shall also be the responsibility of any University unit or
employee that generates revenue from a University sponsored
event, with the exception of camps and other activities managed by
Conference Services, to administer such funds through the Office
of Continuing Education.

APPLICABILITY:

The policies and procedures apply to all Morehead State
University faculty, staff, students, and external continuing
education and community education providers and co-sponsors.

UAR 129.01

GUIDELINES:

One CEU is awarded for each ten ( 10) contact hours of instruction
in a specified continuing education program or activity. The
number of CEUs are determined after the program has been
planned and the schedule completed prior to the offering of the
program. A decision to award CEUs is not made after the program
has been offered.
Each program or activity has clear and concise written statements
of intended learning outcomes (e.g. , behavioral or performance
objectives). These outcomes represent what learners are expected
to accomplish as a result of the learning activity. The learners
should be aware of these intended outcomes prior to and during the
activity.
Qualified instructional personnel are directly involved in planning
and conducting each learning experience. Learners are actively
involved, have an opportunity to process in some way what they
have learned and to receive feedback.
Participants demonstrate the achievement of the learning
outcomes. Program planning includes ways in which the
participants will demonstrate they have achieved the learning
outcomes. Participant demonstrations are observable and
measurable.
Guidelines for awarding University CEUs are based on SACS
Criteria. If a University department, employee, or external agency
requests that the Office of Continuing Education provide CEUs, a
Continuing Education Information Form must be completed and
signed by the person responsible for planning the continuing
education activity. Signature for the form indicates the person
responsible for the activity has read the SACS Criteria and agrees
to follow the criteria in planning and implementing the activity.
Evaluation of the activity must be received by the Office of
Continuing Education before CEUs will be placed on-line and
certificates issued.
CEUs and academic credit units are separate and distinct units of
measure and should not be co-mingled. A course should not award
both CEU and academic credit unless the purpose, program
criteria, and integrity of each unit are maintained.
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REVENUE
GENERATING
EVENTS:

If a University sponsored event involves the generation of
revenue, with the exception of camps and other activities managed
by Conference Services, the funds must be administered by the
Office of Continuing Education. The Office of Continuing
Education acts as the custodian of such funds , but has no
ownership of the funds .

FEES/CHARGES:

The Office of Continuing Education shall establish the hourly rate
of pay for instructing community education classes. Payment for
instructing continuing education professional and certification
courses is negotiable. The Office of Continuing Education will
also establish rates related to the Office 's coordination and
oversight responsibilities. These rates are published in the Office
of Continuing Education Policies and Procedures Handbook
each year.
A departmental co-sponsor of continuing education or community
education should consider the department's revenue objective
when establishing the fees for participation in the activity. The
Office of Continuing Education will initiate a budget and contract
for the department. The contract specifies the distribution of
expenses and income.

...

UAR NUMBER: 130.04
TITLE: Medical Withdraw
ORIGINATOR(S):
Provost and Vice President for Academic Affairs; Associate Provost for Undergraduate Education & Student Success

INITIAL ADOPTION: 06/0 1/2009
REVISION DATE(S): 09/ 10/2014; 07/ 12/2018 ; 06/06/2019
AUDIENCE: (SELECT ALL THAT APPLY)
FACU LTY
STAFF
✓ STU DENTS

VENDORS

OTH ER (SPECIFY):

PURPOSE:

_ _·ovide guidelines and procedures for graduate and undergraduate students who have exceptional health circumstances
that require withdrawal from the University after the normal withdrawal period.

SCOPE:
All graduate and undergraduate students

DESCRIPTION (INCLUDE DEFINITIONS):
A student may request and be considered for a medical withdrawal when extraordinary circumstances, such as a serious
illness or injury prevent the student from continuing classes. The medical withdrawal po licy covers both physical health
and mental health difficulties.
A medical withdrawal can only be approved for one semester during a student's undergraduate studies. Likewise, a
medical withdrawal can only be approved for one semester during a student's graduate studies.
A medical withdrawal from the University will constitute a full withdrawa l from all academic classes for the requested
semester. Withdrawal from courses through the regu lar process should be considered prior to requesting a medical
withdrawal.
A request for a medical withdrawal must be filed on or before the last day of the semester involved un less the student can
provide documentation to show that it was not possible to make the request within this timeframe.
A medical withdrawal does not dismiss students from their financial obligations with the University. Financial
obligations include tuition and fees, housing costs, outstanding fines, repayment for financial aid, telephone bills, etc.
Application for a medical withdrawal does not guarantee that a withdrawal will be granted. All medical withdrawal
requests are evaluated on an individual basis. Students may apply for a medical withdrawal by following the guidelines
provided below.
Procedure for Medical Withdrawal:
I. The student may contact the office of the Associate Provost for Undergraduate Education & Student Success for
assistance or the student may obtain electronic copies of the necessary documents from the Academic Affairs web page at
https://www.moreheadstate.edu/Academic-Affairs/U ndergraduate-Education-and-S tudent-S uccess/Medical-Withdrawal
2. The packet of documentation includes:
a. PROCEDURE - UAR 130.04.
b. FORMS:
i. Request for Medical Withdrawal Form
ii. Medical Withdrawal Consultation Form - Accounting and Financial Services
iii. Medical Withdrawal Consultation Form - Financial Aid
iv. Medical Withdrawal consultation Form - International Students
3. The student must also provide a typed, signed letter explaining how the illness or condition affected their ability to
maintain their status as a student at the University and why withdrawing from courses through the regu lar process was
not an option for them. Incomplete grades in courses may be arranged with the respective instructors at their discretion
and may be an option for students to consider instead of a medical withdrawal.
4. The student must provide (in a sealed envelope) a typed letter from their treating physician(s), recommending a
withdrawal for medical reasons. This letter must state the specific rationale for the recommendation, including why the
illness or condition prevented the student from maintaining their status as a student at the University. The letter must also
include the effective date of the onset of the illness or condition (The effective date wi ll be used to determine if the
student is eligible for any refunds.) and anticipated date of resolution, if applicable . A statement recommending
withdrawal without the supporting rationale will not be considered;
5. Medical information provided in a sealed envelope wi ll only be reviewed by the medical professionals in Counseling
and Health Services. Counseling and Health Services will not copy or forward the medical documentation to any other
office or department.
6. Students requesting a medical withdrawal must give consent for Counseling and Health Services to discuss the reason
and circumstances for a medical withdrawal and release from the treating provider(s) in addition to the letter described
above. Additionally, consent must be provided that will allow the Associate Provost for Undergraduate Education
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DESCRIPTION (CONTINUED):
& Student Success to notify Enrollment Services, Registrar, Financial Aid, Accounting and Financial Services, Housing
'ifresiding on campus), appropriate faculty, and other pertinent parties of an approved withdrawal.

University Process for a Medical Withdrawal Request
1. Counseling and Health Services receives the completed package of the appropriate documentation provided by the
student to the Office of Undergraduate Education & Student Success.
2. Counseling and Health Services confirm the accuracy of the information and provides a decision to recommend or not
recommend the medical withdrawal to the Associate Provost for Undergraduate Education & Student Success.
3. The Associate Provo t for Undergraduate Education & Student Success will consider all relevant academic or personal
information (e.g., number of previous withdrawals, number of prior requests for special consideration, etc.) in making
their decision.
4. The Associate Provost for Undergraduate Education & Student Success will approve or disapprove the request for a
medical withdrawal and complete the bottom portion of the Reque t for Medical Withdrawal form.
a. If the request for Medical Withdrawal is approved:
i. The Office of Undergraduate Education & Student Success will place a medical admini trative hold on the
student's records .
ii. The Registrar's office will remove them from the courses.
iii. The Office of Undergraduate Education & Student Success will send a notice that the student has been approved
to withdraw from the University to:
1. The student
2. Counseling and Health Services
3. Registrar's Office
4. Accounting and Financial Services
5. Financial Aid Office
6. International Student Services Office, if applicable
7. The student's academic advisor and other appropriate individuals within the Univer ity.
b. If the Request for Medical Withdrawal is not approved:
i. The Office of Undergraduate Education & Student Success will send the student a notice that the medical
withdrawal has not been approved. The letter will contain rationale for the decision. The decision of the Associate
Provost for Undergraduate Education & Student Success concerning Medical Withdrawal is final.
NOTE : The student may appeal to the President of the University if they can show a failure of due process.
c. Coun eling and Health Service must retain the original copy of the Request for Medical Withdrawal form and all
documentation for a minimum of five years.
1. Student Procedure for Return to the University
a. Students must be certain that they will be able to return to the University and successfully complete future course
work. Before the student wi ll be allowed to register for future semester course work, they must provide the Office
of Undergraduate Education & Student Success a letter from their healthcare provider( ). The provider's letter must
release the student to return to the University and must include information that discusses the student's sufficient
recovery and their ability to manage course work at MSU.
b. After receipt of the appropriate documentation, the Office of Undergraduate Education & Student Success will
remove the Medical Withdrawal hold. The student should then meet with an Enrollment Services counselor, their
academic advisor, Financial Aid counselor and an International Student Services Counselor (if required) to be
properly and completely readmitted and register for classes.
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PURPOSE:
Provide guidelines and procedures for graduate and undergraduate students who have exceptional health circumstances
that require withdrawal from the University after the normal withdrawal period.

SCOPE:
All graduate and undergraduate students

DESCRIPTION (I NCLUDE DEFINITIONS):
A student may request and be considered for a medica l withd rawa l when extraordinary circumstances, such as a serious
illness or injury prevent the student from continuing classes. The medical withdrawal policy covers both physical health
and mental health difficulties.
A medical withdrawa l can only be approved for one semester during a student ' s undergraduate studies. Likewise, a
medical withdrawal can only be approved for one semester during a student's graduate studies.
A medical withdrawal from the University will constitute a full withdrawal from all academic classes for the requested
semester. Withdrawal from courses through the regular process shou ld be considered prior to requesting a medical
withdrawal.
A request for a medical w ithdrawal must be filed on or before the last day of the semester involved unless the student can
provide documentation to show that it was not possi ble to make the request within this timeframe.
A medical withdrawa l does not dismiss students from their financial obligations with the University. Financial
obligations could include tuition and fees , housing costs, outstanding fines, repayment for financial ai d, telephone bills,
etc.
Application fo r a medical withdrawal does not guarantee that a withdrawal will be granted. A ll medica l withdrawal
requests are evaluated on an individual basis. Students may apply for a medical withdrawa l by follow ing the guidelines
provided below.
Procedure fo r Medical Withdrawal:
1. The student may contact the office of the Associ ate Vice President for Undergraduate Education & Student Success for
a sistance or the student may obtain electronic copies of the necessary documents from the Academic Affairs web page at
http ://www .moreheadstate.edu/ Academic-Affairs/Med ical-W ithdrawa 1.
2. The packet of documentation includes:
a. PROCEDURE - UAR 130.03 .
b. FORMS :
i. Request for Medical Withdrawal Form
ii. Medical Withdrawal Consultation Form - Accounting and Financial Services
iii. Medical Withdrawal Consultation Form - Fi nancial Aid
iv. Medical Withdrawal consultation Form - International Students
3. The student must also provide a typed, signed letter exp laining how the illness or condition affected their ability to
maintain their status as a student at the Un iversity and why withdrawing from courses through the regular process was
not an option fo r them . Incomplete grades in courses may be arranged with the respective instructors at their discretion
and may be an option for students to consider instead of a medical withdrawal.
4 . The student must provide (in a sealed envelope) a typed letter from their treating physician(s), recommending a
withdrawal for medical reasons . This letter must sta te the spec ific rationa le for the recommendation, inc luding why the
illness or condition prevented the student from mainta ining their status as a student at the University. The letter must also
include the effective date of the onset of the illness or condition (The effective date will be used to determine if the
student is eligible for any refunds.) and anticipated date of resolution , if applicable. A statement recommending
withdrawal without the supporting rationale wi ll not be considered;
5. Medical info rmation provided in a sealed envelope will only be reviewed by the medical professionals in Counseling
and Health Services. Counseling and Health Services will not copy or forward the medical documentation to any other
office or department.
6. Students requesting a medica l withdrawal must give consent for Counseling and Health Services to discuss the reason
and circumstances for a medical withdrawal and release from the treating provider(s) in addition to the letter described
above. Additionally, consent must be provided that will allow the Associate Vice President for Undergraduate Education
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DESCRIPTION (CONTINUED):
& Student Success Programs to notify Enrollment Services, Registrar, Financial Aid, Accounting and Financial Services,
Housing (ifresiding on campus), appropriate faculty , and other pertinent parties of an approved withdrawal.
University Process for a Medical Withdrawal Request
1. Counseling and Health Services receives the completed package of the appropriate documentation provided by the
sh1dent to the Office of Undergraduate Education & Student Success.
2. Counseling and Health Services confirms the accuracy of the information and provides a decision to recommend or not
recommend the medical withdrawal to the Associate Vice President for Undergraduate Education & Sh1dent Success.
3. The Associate Vice President for Undergraduate Education & Student Success will consider all relevant academic or
personal information (e.g., number of previous withdrawa ls, number of prior requests for special consideration, etc.) in
making their decision.
4 . The Associate Vice President for Undergraduate Education & Student Success will approve or disapprove the request
for a medical withdrawal and complete the bottom portion of the Request for Medical Withdrawal form .
a. If the request for Medical Withdrawal is approved:
i. The Office of Undergraduate Education & Student Success will place a medical administrative hold on the
student's records .
ii. The Registrar's office will remove them from the courses.
iii. The Office of Undergraduate Education & Student Success wi ll send a notice that the student has been approved
to withdraw from the University to:
I. The shtdent
2. Counseling and Health Services
3. Registrar's Office
4. Accounting and Financial Services
5. Financial Aid Office
6. International Student Services Office, if applicable
7. The student's academic advisor and other appropriate individuals within the University.
b. If the Request for Medical Withdrawal is not approved:
i. The Office of Undergraduate Education & Student Success will send the student a notice that the medical
withdrawal has not been approved. The letter will contain rationale for the decision. The decision of the Associate
Vice President for Undergraduate Education & Student Success concerning Medical Withdrawal is final.
NOTE: The student may appeal to the President of the University if they can show a fa ilure of due process.
c. Counseling and Health Services must retain the original copy of the Request for Medical Withdrawal form and all
documentation for a minimum of five years.
5. Shtdent Procedure for Return to the University
a. Students must be certain that they will be able to reh1rn to the University and successfully comp lete future course
work . Before the student will be allowed to register for future semester course work, they must provide the Office
of Undergraduate Education & Student Succe s a letter from their healthcare provider(s). The provider's letter must
release the student to return to the University and must include information that discusses the student's sufficient
recovery and their ability to manage course work at MSU.
b. After receipt of the appropriate documentation, the Office of Undergraduate Education & Student Success will
remove the Medical Withdrawal hold. The student should then meet with an Enrollment Services counse lor, their
academic advisor, Financial Aid counselor and an International Student Services Co unselor (if required) to be
properly and completely readmitted and register for classes .
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TITLE:
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ORIGINATOR:

Associate Vice President for Academic Affairs

INITIAL
ADOPTION:

6/01/2009

REVISION
DATES:

9/10/14

PURPOSE :

Provide guidelines and procedures for graduate and undergraduate students
who have exceptional health circumstances that require withdrawal from the
University after the normal withdrawal period.

PROCEDURAL
REFERENCES:
SCOPE:

All graduate and undergraduate students

DESCRIPTION:

A student may request and be considered for a medical withdrawal when
extraordinary circumstances, such as a serious illness or injury prevent the
student from continuing classes . The medical withdrawal policy covers both
physical health and mental health difficulties. A medical withdrawal can
only be approved for one semester during a student' s undergraduate
studies. Likewise, a medical withdrawal can only be approved for one
semester during a student' s graduate studies.
A medical withdrawal from the University will constitute a full withdrawal
from all academic classes for the requested semester. Withdrawal from
courses through the regular process should be considered prior to
requesting a medical withdrawal.
A request for a medical withdrawal must be filed within six months of the
end of the semester involved unless the student can provide documentation
to show that it was not possible to make the request within this timeframe .
Students may apply for a medical withdrawal by following the guidelines
provided below. Application for a medical withdrawal does not guarantee
that a withdrawal will be granted. All medical withdrawal requests are
evaluated on an individual basis .
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Procedure for Medical Withdrawal:

1. The student may contact the office of the Associate Vice President, Academic
Affairs/Academic Programs (AVPPAA) for assistance or the student may
obtain electronic copies of the necessary documents from the AVPAA web
page at www .mo rehe adst ate .edu/academicprograms . Paper copies can be
obtained in the AVPAA office. The packet of documentation includes :
a. PROCEDURE - UAR 130.02 :
b. FORMS :
i.

Request for Medical Withdrawal Form

ii.

Medical Withdrawal Consultation Form- Accounting and Financial
Services

NOTE to Student:

All students seeking a medical withdrawal must contact the Office

of Accounting and Financial Services. The Office of Accounting and Financial Services
will assist the student with identifying all outstanding obligations to the University and
how they can pay those obligations. The completed form must be submitted with the
application materials.
iii.

Medical Withdrawal Consultation Form - Financial Aid

NOTE to Student: All students seeking a medical withdrawal must contact the Financial

Aid Office. The Financial Aid Office will assist the student in understanding how a
medical w ithdrawal may impact their financial aid . The completed form must be
submitted with the application materials.
iv.

Medical Withdrawal Consultation form - International Students

NOTE to Student: If you are an international student with a Fl/Jl visa, you must consult

with the International Student Services Office prior to submitting a request to withdraw
for medical reasons. There are serious immigration consequences that may result from
your withdrawal from the University. You must attach a completed form to the Request
for Medical Withdrawal Form .
A medical withdrawal does not dismiss students from their financial
obligations to the University. Financial obligations could include tuition
and fees, housing costs, outstanding fines, repayment for financial aid ,
telephone bills, etc.
2

2. The student must provide a typed, signed letter explaining how the illness or
condition affected their ability to maintain their status as a student at the
University and why withdrawing from courses through the regular process
was not an option for them . Incomplete grades in courses may be arranged
with the respective instructors at their discretion and may be an option for
students to consider instead of a medical withdrawal.
3. The student must provide (in a sealed envelope) a typed letter from their
treating physician (s), recommending a withdrawal for medical reasons . This
letter must state the specific rationale for the recommendation, including
why the illness or condition prevented the student from maintaining their
status as a student at the University. The letter must also include the
effective date of the onset of the illness or condition (The effective date will
be used to determine if the student is eligible for any refunds.) and
anticipated date of resolution, if applicable . A statement recommending
withdrawal without the supporting rationale will not be considered; Medical
information provided in a sealed envelope will only be reviewed by the
medical professionals in Counseling and Health Services . Counseling and
Health Services will not copy or forward the medical documentation to any
other office or department.
4. Students requesting a medical withdrawal must give consent for Counseling
and Health Services to discuss the reason and circumstances for a medical
withdrawal and release from the treating provider(s) in addition to the letter
described above . Additionally, consent must be provided that will allow the
Associate Vice President, Academic Affairs/Academic Programs to notify
Enrollment Services, Registrar, Financial Aid, Accounting and Financial
Services, Housing (if residing on campus), appropriate faculty, and other
pertinent parties of an approved withdrawal.
5. If the withdrawal for medical reasons is approved , a medical withdrawal hold
will be placed on the student's University enrollment records by the
Academic Programs Office . A medical withdrawal does not dismiss students
from their financial obligations with the University. Financial obligations
could include tuition and fees, housing costs, outstanding fines, repayment
for financial aid, telephone bills, etc.
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University Procedure for Medical Withdrawal

1. Counseling and Health Services receives the completed package of the
appropriate documentation provided by the student to the Academic Programs
Office.
2. Counseling and Health Services confirms the accuracy of the information and
provides a decision to recommend or not recommend the medical withdrawal to
the Associate VPAA/Academic Programs.
3. The Associate VPAA/Academic Programs will consider all relevant academic or
personal information (e.g. , number of previous withdrawals, number of prior
requests for special consideration, etc.) in making their decision .
4. The Associate VPAA/Academic Programs will approve or disapprove the request
for a medical withdrawal and complete the bottom portion of the Request for
Medical Withdrawal form .
If the request for Medical Withdrawal is approved:

1. The Academic Programs Office will place a medical administrative hold on
the student' s records .
2. The Registrar's office will remove them from the courses.
3.

Before the student will be allowed to register for classes they must provide
the Academic Programs Office with a letter from their healthcare provider
(s) . The provider's letter must release the student to return to the University
and must include information that discusses the student's sufficient recovery
and their ability to manage course work at MSU.

4. The Academic Programs Office will send a notice that the student has been
approved to withdraw from the University to:
a. The student
b. Counseling and Health Services
c.

Registrar's Office

d. Accounting and Financial Services
e. Financial Aid Office
f.

International Student Services Office, if applicable
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g. The student's academic advisor and other appropriate individuals
within the University.
5. Counseling and Health Services must retain the original copy of the Request
for Medical Withdrawal form and all documentation for a minimum of five
years.
If the Request for Medical Withdrawal is not approved:

1. The Academic Programs Office will send or give the student a copy of the
disapproved Request for Medical Withdrawal form.
2. The decision of the Associate VPAA/ Academic Programs concerning Medical
Withdrawal is final. NOTE : The student may appeal to the President of the
University if they can show a failure of due process .

Student Procedure for Return to the University

1.

Students must be certain that they will be able to return to the University
and successfully complete future course work. A medical withdrawal can
only be approved for one semester during a student's undergraduate studies.
Likewise, a medical withdrawal can only be approved for one semester
during a student' s graduate studies.

2. To register for future semester course work, students must provide
Academic Programs Office with a letter from their healthcare provider(s) .
The provider' s letter, releasing the student to return to the University, must
include information that discusses the student's sufficient recovery and their
ability to manage course work at MSU .
3. The Academic Programs Office will remove the Medical Withdrawal hold .
The student should then meet with an Enrollment Services counselor, their
academic advisor, Financial Aid counselor and an International Student
Services Counselor (if required) to be properly and completely readmitted
and register for classes .
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UAR 130.01
Medical Withdrawal

6/1/2009
Provide guidelines and procedures for graduate and undergraduate students who have
exceptional health circumstances that require withdrawal from the University after the
normal withdrawal period .
All graduate and undergraduate Students

A student may request and be considered for a medical w ithdrawal when extraordinary
circumstances, such as a serious illness or injury prevent the student from continuing classes.
The medical withdrawal policy covers both physical health and mental health difficulties. A
medical withdrawal can only be approved for one semester during your undergraduate or
graduate program.

A medical withdrawal from the University will constitute a full withdrawal from all academic
classes for the requested semester from the onset of the medical reason for the withdrawal.
Withdrawal from courses through the regular process should be considered prior to
requesting a med ical withdrawal.
A request for a medical withdrawal must be made during the semester in which the
student is impacted by the illness or condition unless the student can provide
documentation to show that it was not possible to make the request during the affected
semester. Students may apply for a medical withdrawal by following the guidelines provided

below. Application for a medical withdrawal does not guarantee that a withdrawal will be
granted . All medical withdrawal requests are evaluated on an individual basis . A request to
withdraw and medical documentation will be considered in combination with other factors
related to the student's ability to be a successful student.
Student Procedure for Medical Withdrawal

1. The student picks-up a copy of the Request for Medical Withdrawal form at the Office of
the Registra r. The student w ill receive a copy of this procedure with the Request for
Medical Withdrawal form. The student will be informed that they must contact the
Office of Accounting and Budgetary Control and may need to contact the Financial Aid
Office and/or the Office of International Education .

NOTE 1 to Student: All students must contact the Office of Accounting and Budgetary

Control. The Office of Accounting and Budgetary Control will assist the student i~
identifying all outstanding obligations to the University and how they can pay those
obligations.

NOTE 2 to Student: If you have received federal financial assistance in the form of a Pell

Grant, Federal Supplemental Educational Opportunity Grant, Academic Competitiveness
Grant, SMART Grant, TEACH Grant, Federal Perkins Loan, Federal Direct Student loan or
Federal PLUS loan and withdraw on or before completing 60% of the semester, you must
consult with the Financial Aid office prior to submitting a request for medical withdrawal
and attach a completed Notice of Consultation for Financial Aid Recipients to the
Request for Medical Withdrawal Form.
NOTE 3 to Student: If you are an international student with an Fl/Jl visa, you must
consult with the Office International Education prior to submitting a request to withdraw
for medical reasons. There are serious immigration consequences that may result from
your withdrawal from the University. You must and attach a completed Notice of
Consultation for International Students to the Request for Medical Withdrawal Form.

2. To re quest a medical withdrawal, a student must provide the Caudill Health Clin ic with a
package that contains :
2.1. completed Request for Medical Withdrawal form ;
2.2. typed letter describing the medical reason for the withdrawal. Additionally, the
student must expla in how the illness or condition affected their ability to maintain
their status as a student at th e Un iversity and why withdrawing from courses
through the regular process was not an option for them. In complete grades in
courses may be arranged with the respective instructors at their discretion and may
be an option for students to consider instead of a medical withdrawal;
2.3. typed letter from their treating physician(s), recommending a withdrawal for
medical reasons . This letter must state the specific rationale for the
recommendation, including why the illness or condition prevented the student from
maintaining their status as a student at the University. The letter must also include
the effective date of the onset of the illness or condition (The effective date will be
used to determine if the student is eligible for any housing or tuition and fee
refunds .) and anticipated date of resolution, if applicable . A statement
recommending withdrawal without the supporting rationale will not be
considered;

2.4. signed Notice of Consultation from the Office of Accounting and Budgetary Control
2.5. signed Notice of Consultation from the Financial Aid Office (if applicable);
2.6. signed Notice of Consultation from the Office of International Education (if
applicable) ; and
2.7. other relevant documentation.
3.

Students requesting a medical withdrawal must give co nsent for the Caudill Health Clinic
to discuss the reason and circumstances for a medical withdrawal and release from the
treating provider(s) in addition to the letter described above.

4. Additionally, consent must be provided that will allow the Dean of Graduate and
Undergraduate Programs to notify Enrollment Services, Registrar, Financial Aid ,
Accounting and Budgetary Control, Housing (if residing on campus) appropriate faculty
and other pertinent parties of an approved withdrawal.

5.

If the withdrawal for medical reasons is approved, a medical withdrawal hold will be
placed on the student's University enrollment records by the Graduate and
Undergraduate Programs Office . Students will receive a statement from Accounting and
Budgetary Control office indicating how the ir withdrawal affected their University
account. A medical withdrawal does not dismiss students from their financial obligations
with the University . Financial obligations could include tuition and fees, housing costs,
outstanding fines, repayment for financ ial aid, telephone bills, etc.

University Procedure for Medical Withdrawa l

1. The Caudill Health Clinic receives a package that contains: a completed Request fo r
Medical Withdrawal form, a letter from the student, a letter from the student's health
care provide~s), signed Notice of Consultation from the Financial Aid Office (if
applicable), singed Notice of Consultation from the Office of International Education (if
applicable) and other appropriate documentation .
2. The Caudill Health Clinic confirms the accuracy of the information and provides a
decision to recommend or not recommend the medical withdrawal to the Dean of
Graduate and Undergraduate Programs .
3. The Dean of Graduate and Undergraduate Programs will consider all relevant academic
or personal information (e .g., number of previous withdrawals, number of prior requests
for special consideration, etc.) in making their decision .
4.

The Dean of Graduate and Undergraduate Programs will approve or disapprove the
request for a medical withdrawal and complete the bottom portion of the Request for
Medical Withdrawal form .

If the request for Medical Withdrawal is approved:

1. The Graduate and Undergraduate Programs office will place a medical administrative
hold on the student's records and remove them from their current classes .
2.

Before the student will be allowed to register for classes they must provide the Caudill
Health Clinic with a letter from their healthcare provider(s) . The provider's letter must
release the student to return to the University and must include information that
discusses the student's sufficient recovery and their ability to manage course work at
MSU .

3.

The Graduate and Undergraduate Programs office will send copies of the approved
Request for Medical Withdrawal form (NO copies of the supporting documentation will
be sent) to :
3.1.
3.2.
3.3.
3.4.

The student
Caudill Health Clinic
Registrar's Office
Accounting and Budgetary Control Office for determination of the proper refund, if
any.
3.5. Enrollment Services
3.6. Financial Aid Office (if required)
3.7. Office of International Education, if the student has an Fl/Jl visa

4. The Graduate and Undergraduate Programs office will send a notice that the student has
been approved for withdrawal (no copies of forms) to:
4.1. Housing Office (if required)
4.2. Faculty teaching courses from which the student was withdrawn
4.3. Other pertinent parties within the University
5.

The Caudill Health Clinic must retain the original copy of the Request for Medical
Withdrawal form and all original documentation for a minimum of five years .

If the request for Medical Withdrawal is not approved:
The decision of the Dean of Graduate and Undergraduate Programs concerning Medical
Withdrawal is final. NOTE: The student may appeal to the President of the University if
they can show a failure of due process.

1.

The Graduate and Undergraduate Programs office will send or give the student a copy of
the disapproved Request for Medical Withdrawal form .

2.

The Caudill Health Clinic must retain the original copy of the Request for Medical
Withdrawal form and all original documentation for a minimum of five years.

Student Procedure for Return to the University

1. Students must be certain that they will be able to return to the University and
successfully complete future course work . A medical withdrawal can only be approved
for one semester during your undergraduate or graduate program.
2. To register for future semester course work, students must provide the Caudill Health
Clinic with a letter from their healthcare provider(s) . The provider's letter, releasing the
student to return to the University, must include information that discusses the
student's sufficient recovery and their ability to manage course work at MSU. If the
Caudill Health Clinic is satisfied with the information provided by the health provider(s)
they will notify the Dean of Graduate and Undergraduate Programs that the student is
able to return to school and take classes. The Caudill Health Clinic will add the new
documentation concerning the return to the University to the student file .
3. The Dean of Graduate and Undergraduate Programs will remove the medical withdrawal
hold . The student will be directed to meet with an Enrollment Services counselor, their
academic advisor, financial aid counselor (if required) and International Education
counselor (if required) to be properly and completely readmitted and register for classes .
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PURPOSE:
efines the categories under which an excused absence request can be made, the process for rescheduling missed work,
.d the appeals process.
Procedural References: Student Handbook, Student-Athlete Handbook and Grade Appeal Process

SCOPE:
All Students

DESCRIPTION (I NCLUDE DEFINITIONS):
Attendance
Prompt and regular class attendance is the responsibility of all students. Students should be aware that excessive
absenteeism, whether excused or unexcused, may affect their ab ility to earn a passing grade.

In the course syllabus, every in tructor is required to provide his/her policy on class attendance, missed work, and any
other related matters that could affect student performance. However, individual course attendance policies must comply
with the policy outlined herein (i.e. , individual course policies may not supersede those outlined below). If a student is
absent from class because of a University excused absence, as identified in this UAR, instructors are required to allow the
student the opportunity to make up work missed in a fair and equitable manner without any reduction in the student's
final grade as a direct result of such absence.
This policy does not supersede program accreditation requirements and as a resu lt exclude all academic programs/
courses that require the completion of a certain number of clock hours, as in clinical experiences, practicum, or
internships. The maximum number of absences for these courses will be determined by the program's associate dean,
department chair, and/or coordinator in order fo r the program to maintain accreditation standards.
University excused absences are grouped into five categories: l) Univers ity-Sponsored Activities; 2) Student/Family
Illness/ Death; 3) Military Obligations; 4) Jury Duty or Subpoena for Court Appearances; and 5) Major Religiou s
Holidays.
University-Sponsored Activities
It is the responsibi lity of the appropriate Administrative and/or Academic Unit Director to provide faculty notificat ion in
advance of scheduled university-spon ored activities that will result in student absences. It is preferred that one week's
notice be given to students and faculty; however, due to the unique nature of some activities, notification may not be
possible until the last class meeting prior to the absence or until after the absence. It is the student's responsibility to
provide their institutional excuse to their instructors in a time ly fashion in order to receive this consideration.
Academic Activities: Requests under this category include, but are not limited to, performing arts, band, debates,
seminars, honor classes, attendance/presentations at institutional, tate or professional conferences and class trips .
Requests for these absences are to be excused by the Academic Dean of the college within which the activity originates.
Athletics (Including Cheer & Dance) : Student-Athletes, Managers, and Trainers can only be excused for three reasons:
official athletic competition; practice opportunities related to travel , timing, and away gym availability; or travel to and
from Official Athletic Competition as outlined by NCAA regulations. A ll ath letic-related absences are presented by the
Athletic Director or the Vice President for Student Affairs for review and input by the Intercollegiate Athletics
Co mmittee and the Provost.
In addition each coach is required to pro vide instructors of student-athletes, managers and trainers within the first two
week of the semester a letter outlining the specific dates of potential travel. This initial faculty notification letter sho uld
be based on competition for the re pective sport according to the published season schedu le and does not serve as the
one-week notification for any potential absence as outlined in the letter. The letter will also include the dates for
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conference tournament competition in case the team qualifies for post-season activi ties. Specific competition dates
1ffecting student-athlete, mangers and trainer's attendance during or following conference tournaments must be provided
o instructors a soon as those competition dates are made available to the Athletic Director.
The athletic department requires student-athletes, managers and trainers to obtain faculty signatures documenting receipt
of said letter for their coaches to keep on file indicating the student-athlete, managers and trainers has opened a line of
communication with each of their instructors.
Student Organizations: Requests under this category are submitted to Assistant Vice President/Dean of Students and/or
Associate Provost for Undergraduate Education and Student Success for approval prior to any notice being sent to
faculty.

Student/Family Illness/Death
Illness or Injury of Student: The student who seeks an excused absence for missing up to two class sessions must submit
written confirmation of treatment by a medical practitioner (including certified athletic trainers according to KRS
160.445) to the instructor; however, if more than two class sessions are missed, the student must submit excuse
documentation to the Assi tant Vice President/Dean of Students immediately upon return to class, but not later than two
weeks after the absence.
MSU Counseling and Health Services does not provide official medical excuses for missed classes. Students will be
provided a written confirmation the day of treatment at the clinic with the Counseling and Health Services embosser. The
granting of the excuse from the clinic is at the discretion of the instructor.
Death/Illness of Family Member: The student who seeks an excused absence for missi ng up to two class sessions for the
- jtical illness/death of an immediate family member must provide appropriate documentation of the circumstance by the
ext class session in order to be provided the opportunity to make up missed work. If more than two class sessions are
missed, the student must submit excuse documentation to the Assistant Vice Pre ident/Dean of Students immediately
upon return to class, but not later than two weeks after the absence.
Documentation must include details about the immediate family member's specific date(s) of the treatment, treatment
location, practitioner's signature in the case of an illness, or an official obituary in the case of an immediate family
member's death.
ote: "Immediate Family" is defined as father, father-in- law, stepfather, mother, mother-in-law, stepmother, brother,
brother-in-law, step brother, sister, sister-in-law, stepsister, spouse, partner, child, stepchild, grandchild, grandfather,
grandmother, step grandfather, step grandmother, and legal guardian.
In the case of medical/death emergencies, if a period of extended absences is necessary (more than two class sessions) the
student should contact the Office of the Assistant Vice President/Dean of Students as soon as possible; however, if more
than two class sessions are missed, the student must submit excuse documentation to the Assistant Vice President/Dean
of Students upon return to class, but not later than two weeks after the absence. All pertinent information regarding the
extended absence should be provided for the Assistant Vice President/Dean of Students to verify, at which time an
institutional excuse may be provided to all of the student's instructors.
Short-term Military Obligations
Short-term military obligations are tho e that require student absence for a period up to 30 consecutive days, and they are
specific to the branch of service including but not limited to the following: Active Component Army (Active Duty - Title
l 0), Reserve Component Army (National Guard/USAR - Title 32), and/or Military Science obligations incurred due to
1es status as a contracted/participating cadet in the Morehead State University Military Science (ROTC) Program.

DESCRIPTION (CONTINUED):
Military Science (ROTC) students requesting a university excused absence, under this justification must initially
coordinate their request through the Mi litary Science Department. Requests under this category must be approved by the
Dean of the Caudill College of Arts Humanities and Social Sciences prior to the date of the absence if at all possible.
Military Service is an acceptable university excuse and the proper documentation from the specific branch of service
must be verified. Requests under this category are submitted to the Direc tor of Military Initiatives with final approval by
the Vice President of Student Affairs or the Assistant Vice President/Dean of Students prior to the date of the absence, if
at all possible.

Jury Duty or Subpoena for Court Appearance
The student must submit subpoenas or notification of jury duty to the Assistant Vice President/Dean of Students prior to
the date of absence.

Major Re ligious Holidays
Requests under this category are submitted to Assistant Vice President/Dean of Students prior to the date of absence.

Process to Make-Up Missed Work
Regardless of the nature of the excused absence, the student is responsib le for opening a line of communication with their
instructors and completing all coursework according to the terms agreed upon between the instructor and the student.

It is the responsibility of the student to request an opportunity to complete missed work following an absence and this
request should be made to the instructor no later than the next class session. Once the an excuse has been granted for the
absence, all missed work must be completed within the time frame agreed upon between the student and the faculty
member in order for the student to receive full credit.
Missed activities will be rescheduled or, in the event that rescheduling of an activity is not practical or possible, a fair and
equitable alternative way of arriving at the overall grade must be developed by the instructor. If students are allowed to
drop their lowest test score in a course, the instructor cannot require the student to use a missed exam as that "drop."
Students must be afforded the opportunity to make-up missed work within a reasonab le time period upon their return.
Punitive measures must not be taken against a student who presents an official University excuse, as outlined in this
UAR.

Appeals
Students who feel that they have been unjustly penalized by an instructor's attendance policy or by the instructor refusing
to accept an excuse may fo llow the academic grievance procedures outlined in the Student Handbook.

UAR NUMBER: 131 .03
TITLE: Excused Absences Policy
ORIGINATORIS):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 07/01 /2010
REVISION DATEIS): 08/09/2011; 07/ 13/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
Defines the categories under which an excused absence request can be made, the process for rescheduling missed work,
and the appeals process.
Procedural References : Student Handbook, Student-Athlete Handbook and Grade Appeal Process

SCOPE:
All Students

DESCRIPTION (INCLUDE DEFINITIONS):
Attendance
Prompt and regular class attendance is the responsibility of all students. Students should be aware that excessive
absenteeism, whether excused or unexcused, may affect their ability to earn a passing grade.
In the course syllabus, every instmctor is required to provide his/her policy on class attendance, missed work, and any
other related matters that could affect student performance. However, individual course attendance policies must comply
with the policy outlined herein (i.e., individual course policies may not supersede those outlined below). If a student is
absent from class because of a University excused absence, as identified in this UAR, instructors are required to allow the
student the opportunity to make up work missed in a fair and equitable manner without any reduction in the student' s
final grade as a direct result of such absence.
This policy does not supersede program accreditation requirements and as a result excludes all academic programs/
courses that require the completion of a certain number of clock hours, as in clinical experiences, practica, or internships.
The maximum number of absences for these courses will be determined by the program's associate dean, department
chair, and/or coordinator in order for the program to maintain accreditation standards.
University excused absences are grouped into five categories: I) University-Sponsored Activities; 2) Student/Family
Illness/Death; 3) Military Obligations; 4) Jury Duty or Subpoena for Court Appearances; and 5) Major Re ligious
Holidays.

University-Sponsored Activities

It is the responsibi lity of the appropriate Administrative and/or Academic Unit Director to provide faculty notification in
advance of scheduled university-sponsored activities that will result in student absences. It is preferred that one week's
notice be given to students and faculty; however, due to the unique nature of some activities, notification may not be
possible until the last class meeting prior to the absence or until after the absence. It is the student's responsibility to
provide their institutional excuse to their instmctors in a timely fashion in order to receive this consideration.
Academic Activities: Requests under this category include, but are not limited to , performing arts, band, debates,
seminars, honors classes, attendance/presentations at institutional, state or professional conferences and class trips.
Requests for these absences are to be excused by the Academic Dean of the college within which the activity originates.
Athletics (Including Cheer & Dance) : Student-Athletes ', Mangers, and Tra iners can only be excused for three reasons :
official athletic competition; practice opportunities related to travel , timing, and away gym availability; or travel to and
from Official Athletic Competition as outlined by NCAA regulations . All athletic-related absences will be recommended
by the Athletic Director or the Vice President for Student Affairs for approva l by the Provost.
ln addition each coach is required to provide instmctors of student-athletes, mangers and trainers within the first two
weeks of the semester a letter outlining the specific dates of potential travel. This initial faculty notification letter should
be based on competition for the respective sport according to the pub lished season schedu le and does not serve as the
one-week notification for any potential absence as outlined in the letter. The letter will also include the dates for
conference tournament competition in case the team qualifies for post-season activities. Specific competition dates
affecting student-athlete, mangers and trainer's attendance during or following conference tournaments must be provided
to insttUctors as soon as those competition dates are made available to the Athletic Director.
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DESCRIPTION (CONTINUED):
The athletic department requires student-athletes, managers and trainers to obtain faculty signatures documenting receipt
of said letter for their coaches to keep on file indicating the student-athlete, managers and trainers has opened a line of
communication with each of their instructors.
Student Organizations: Requests under this category are submitted to Assistant Vice President/Dean of Students and/or
Associate Vice President of Undergraduate Education and Student Success for approval prior to any notice being sent to
faculty.

Student/Family Illness/Death
Illness or Injury of Student: The student who seeks an excused absence for missing up to two class sessions must submit
written confirmation of treatment by a medical practitioner to the instructor; however, if more than two class sessions are
missed, the student must submit excuse documentation to the Assistant Vice President/Dean of Students immediately
upon return to class, but not later than two weeks after the absence.
MSU Counseling and Health Services does not provide official medical excuses for missed classes . Students will be
provided a written confirmation the day of treatment at the clinic with the Counseling and Health Services embosser. The
granting of the excuse from the c linic is at the discretion of the instructor.
Death/Illness of Family Member: The student who seeks an excused absence for missing up to two class sessions for the
critical illness/death of an immediate family member must provide appropriate documentation of the circumstance by the
next class session in order to be provided the opportunity to make up missed work. If more than two class sessions are
missed, the student must submit excuse documentation to the Assistant Vice President/Dean of Students immediately
upon return to class, but not later than two weeks after the absence.
Documentation must include details about the immediate family member's specific date(s) of the treatment, treatment
location, practitioner's signature in the case of an illness, or an official obituary in the case of an immediate family
member's death.
Note: "Immediate Family" is defined as father, father-in- law, stepfather, mother, mother-in-law, stepmother, brother,
brother-in-law, step brother, sister, sister-in-law, stepsister, spouse, partner, child, stepchild, grandchi ld, grandfather,
grandmother, step grandfather, step grandmother, and legal guardian.
In the case of medical/death emergencies, if a period of extended absences is necessary (more than two class sessions) the
student should contact the Office of the Assistant Vice President/Dean of Students as soon as possible; however, if more
than two class sessions are missed, the student must submit excuse documentation to the Assistant Vice President/Dean
of Students upon return to class, but not later than two weeks after the absence. All pertinent information regarding the
extended absence should be provided for the Assistant Vice President/Dean of Students to verify, at which time an
institutional excuse may be provided to all of the student 's instructors.

Shott-term Military Obligations
Short-term military obligations are those that require student absence for a period up to 30 consecutive days, and they are
specific to the branch of service including but not limited to the fol lowing: Active Component Anny (Active Duty - Title
10), Reserve Component Anny (National Guard/USAR - Title 32), and/or Military Science ob ligations incurred due to
ones status as a contracted/participating cadet in the Morehead State University Military Science (ROTC) Program.
Military Science (ROTC) students requesting a university excused absence, under this justification must initially
coordinate their request through the Military Science Department. Requests under this category must be approved by the
Dean of the Caudill College of Arts Humanities and Social Sciences prior to the date of the absence ifat all possible.
Military Service is an acceptable university excuse and the proper documentation from the specific branch of service
must be verified. Requests under this category are submitted to the Director of Military Initiatives with final approval by

DESCRIPTION (CONTINUED):
the Vice President of Student Affairs or the Assistant Vice President/Dean of Students prior to the date of the absence, if
at all possible.

Jury Duty or Subpoena for Court Appearance
The student must submit subpoenas or notification of jury duty to the Assistant Vice President/Dean of Students prior to
the date of absence.

Major Religious Holidays
Requests under this category are submitted to Assistant Vice President/Dean of Students prior to the date of absence.

Process to Make-Up Missed Work
Regardless of the nature of the excused absence, the student is responsible for opening a line of communication with their
instructors and completing all coursework according to the terms agreed upon between the instructor and the student.
It is the responsibility of the student to request an opportunity to complete missed work following an absence and this
request should be made to the instructor no later than the next class session. Once the an excuse has been granted for the
absence, all missed work must be completed within the time frame agreed upon between the student and the faculty
member in order for the student to receive full credit.
Missed activities will be rescheduled or, in the event that rescheduling of an activity is not practical or possible, a fair and
equitable alternative way of arriving at the overall grade must be developed by the instructor. If students are allowed to
drop their lowest test score in a course, the instructor cannot require the student to use a missed exam as that "drop".
Students must be afforded the opportunity to make-up missed work within a reasonable time period upon their return.
Punitive measures must not be taken against a student who presents an official University excuse, as outlined in this
UAR.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 131.02
Title: Excused Absences Policy

Originator: Chief Diversity Officer
Initial Adoption: 07-01-10
Revision Dates: 08-09-11

I.

Purpose:
Defines the categories under which an excused absence
request can be made, the process for rescheduling missed work, and the
appeals process.

II.

Procedural Reference for:

Ill.

__
__
__
__

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

X

Other, specify Student Handbook, Student-Athletic Handbook

Scope (Who is covered by this UAR?):
All Students
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131 .02
Excused Absences Policy
Chief Diversity Officer
07/01/2010
08/09/2011
Defines the categories under which an excused absence request
can be made, the process for rescheduling missed work, and the
appeals process

Procedural
References:
Scope:

Other, Student Handbook, Student-Athletic Handbook
All students

Description:

Attendance:

Prompt and regular class attendance is the responsibility of all
students. It is also the responsibility of students to know the
instructor's policy with regards to attendance. Students should be
aware that excessive absence, whether excused or unexcused ,
may affect their ability to earn a passing grade. In the course
syllabus, each instructor must provide his/her policy on class
attendance, missed work, and related matters. If a student is
absent from class because of a University excused absence, as
identified below, instructors must allow the student the opportunity
to make up work missed without any reduction in the student's final
grade as a direct result of such absence. This policy excludes
those academic programs that require the completion of a certain
number of clock hours , as in clinical experiences, practica, or
internships. For those courses , the maximum number of absences
will be determined by the department chair or program supervisor.
This policy does not supersede program accreditation
requirements . A copy of the policy will be kept on file by the
department chair. The Caudill Health Clinic does not provide
medical excuses for missed classes. If either party requests , the
student can obtain an official excused absence following the
procedures below.
University excused absences fall into five categories: 1) University
sponsored activities ; 2) Student/Family illness/death ; 3) Military
obligations ; 4) Jury duty or subpoena for court appearances ; and 5)
Major religious holidays.
The MSU Faculty/Staff member sponsoring the activity is charged
with the implementation and enforcement of department/unit
procedures regarding excused absence notification . When

necessary, an official excused absence may be requested from the
appropriate Administrative/Academic unit director.

•

University-Sponsored Activities
The MSU Faculty/Staff member of the sponsoring unit is
responsible for informing faculty one week prior to the university
sponsored activity. Some exceptions can be made to the "one
week prior" timeline due to unique schedule of events.

a. Academic activities: including, but not limited to ,
performing arts, debates, and individual events, honors
classes, approved attendance at professional
conferences, class trips, and meetings. These absences
are to be excused by the academic dean within the unit
the activity is sponsored.
b. Athletics: These absences can be excused by any of
the following: Athletic Director, Vice President for
Student Life, and Assistant Vice PresidenUDean of
Students.
c. Other university sponsored activities: including
student government and student organizations. These
activities are to be approved by the Assistant Vice
PresidenUDean of Students and excused by the Office of
Academic Affairs prior to any notice being sent to faculty.
•

Student/Family Illness/Death
In the case of emergencies or if extended absences (more than
2 class meetings) are necessary, the student should contact the
Assistant Vice PresidenUDean of Students immediately.

a. Illness or Injury of Students: The student who seeks
an excused absence must submit written confirmation of
treatment by a medical practitioner. This documentation
must be presented as soon as the student returns to
class. Documentation must include the inclusive dates.
b. Death/Illness of Family Members: The student who
seeks an excused absence for the critical illness/death of
an immediate family member must provide appropriate
documentation of the circumstance.

Note: "Immediate Family" is defined as father, father-inlaw, stepfather, mother, mother-in-law, stepmother,
brother, brother-in-law, step brother, sister, sister-in-law,

stepsister, spouse, partner, child , stepchild , grandchild ,
grandfather, grandmother, step grandfather, step
grandmother, and legal guardian.
•

•

•

Short-Term Military Obligations
Short Term Military Obligations include those obligations that
are specific to service in the Active Component Army (Active
Duty - Title 10), Reserve Component Army (National
Guard/USAR - Title 32) ,; and/or military science obligations
incurred due to ones status as a contracted/participating cadet
in the Morehead State University Military Science (ROTC)
Program. Students requesting a university excused absence,
under this justification must be a member of one of these three
categories, and must initially coordinate their request through
the Military Science Department. Requests under this category
are submitted to the Associate Vice President of Academic
Affairs/Programs .
Jury Duty or Subpoena for Court Appearance
The student must submit subpoenas or notification of jury duty
to the Assistant Vice President/Dean of Students prior to the
date of absence .
Major Religious Holidays
Requests under this category are submitted to Assistant Vice
President/Dean of Students.

Process to Catch Up/Make Up Missed Work:
Regardless of the nature of the excused absence , the student is
responsible for completing all coursework according to the terms
agreed upon between the instructor and the student.
•

•

•

It is the responsibility of the student to request an opportunity to
complete missed work in writing. Once the excuse for the
absence has been granted in writing , the request to make up
work should be made to the instructor at the next available class
meeting .
Missed activities will be rescheduled or, in the event that
rescheduling of an activity is not practical or possible , a fa ir and
equitable alternative way of arriving at the overall grade must be
developed by the instructor. If students are allowed to drop the
lowest test score, the instructor may not require the student to
use a missed exam as that "drop".
Punitive measures must not be taken against students who
present an official University excused absence.

Excused Class Absence - Student Athlete Handbook:

Student-Athletes' excused absences are for three reasons : 1) Official
athletic competition ; 2) Practice opportunities related to travel tim ing
and away gym availability; or 3) Travel to and from Official Athletic
Competition as outlined by NCAA regulations .

Excused Absence from Class process:

1. Coaches must provide instructors of student-athletes within the
first two weeks of class the specific dates for travel and
competition in a particular sport informing him/her of the
expected absences for official athletic competition. Coaches
must also provide dates for post-season competition with a
statement if the team is successful and goes to post-season .
Instructors will be provided with dates that student athletes are
to participate according to tournament schedules.
2. Student-athletes will obtain faculty signature documenting
receipt of schedule and will return document to the appropriate
athletic adm inistrator.
3. Coaches will provide the Athletic Director as approved by
Intercollegiate Athletic Committee (IAC) with the following :
a. Dates classes will be missed
b. Times classes wi ll be missed
c. Reason class will be missed
d. Destination city and state
4. The Athletic Director will be copied on all letters and/or
schedules that are provided to instructors and a copy will be
kept on file in the Athletic Director's Office.
5. Each coach must submit this information to the Athletic
Department allowing a minimum of one week for the student to
submit the excuse to his/her instructor prior to missing the
scheduled class.
6. If a student-athlete must be excused from a scheduled class
due to athletic related competitions or travel to such
competitions, a class excuse will be given to each studentathlete to submit to his/her instructors. This must be provided
no later than the class period prior to the absence.
Each academic department's policy regarding catch up/make-up
missed work for an excused absence will apply to the student-athlete
so long as the policy described above is met.

All appeals will be administered through the Provost's office, and the
Provost will determine all final outcomes through the appropriate
appeal process.
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Defines the categories under which an excused absence request can
be made , the process for rescheduling missed work, and the appeals
process .

Procedural
References:
Scope:

Other, Student Handbook, Student-Athletic Handbook
All students

Description:

Attendance:

Prompt and regular class attendance is the responsibility of all
students. It is also the responsibility of students to know the
instructor's policy with regards to attendance. Students should be
aware that excessive absence, whether excused or unexcused , may
affect their ability to earn a passing grade. If a student is absent from
class because of a University excused absence, as identified below,
instructors must allow the student the opportunity to make up work
missed without any reduction in the student's final grade as a direct
result of such absence. This policy excludes those academic
programs that require the completion of a certain number of clock
hours , as in clinical experiences , practica , or internships. For those
courses , the maximum number of absences will be determined by the
department chair or program supervisor. This policy does not
supersede program accreditation requirements . A copy of the policy
will be kept on file by the head of the department. The Caudill Health
Clinic does not provide medical excuses for missed classes . If either
party requests , the student can obtain an official excused absence
following the procedures below.
University excused absences fall into five categories : 1) University
sponsored activities ; 2) Student/Family illness/death ; 3) Military
obligations; 4) Jury duty or subpoena for court appearances , or 5)
Major religious holidays.
•

University-Sponsored Activities
a. Academic activities: including, but not limited to,
performing arts , debates, and individual events, honors
classes , and departmental functions . These absences
are to be excused by the academic dean within the unit
the activity is sponsored and/or Provost for university
wide activities .

b. Athletics: These absences can be excused by any of
the following : Athletic Director, Vice President for
Student Life , and Assistant Vice President/Dean of
Students.
c. Other university sponsored activities: including
student government and student organizations . These
activities are to be approved by the Assistant Vice
President/Dean of Students and excused by the Office
of the Provost prior to any notice being sent to faculty.
•

Student/Family Illness/Death

Requests under this category are submitted to the Assistant
Vice President/Dean of Students:
a. Illness or Injury of Students: The student who seeks
an excused absence must submit written confirmation of
treatment by a medical practitioner. This documentation
must be presented as soon as the student returns to
class . Documentation must include the inclusive dates.
b. Illness/Death of Family Members: Students seeking
excused absences for the critical illness/death of an
immediate family member must provide appropriate
documentation of the circumstance.

Note: "Immediate Family" is defined as father, father-inlaw, stepfather, mother, mother-in-law, stepmother,
brother, brother-in-law, stepbrother, sister, sister-in-law,
stepsister, spouse , partner, child , stepchild , grandchild,
grandfather, grandmother, and legal guardian
•

Short-Term Military Obligations
To be excused by the Associate Vice President of Academic
Programs

•

Jury Duty or Subpoena for Court Appearance
The student must submit subpoenas or notification of jury duty
to the Dean of the student's College or the Assistant Vice
President/Dean of Students prior to the date of absence .

•

Major Religious Holidays
To be excused by the Assistant Vice President/Dean of
Students.

Process to Catch Up/Make Up Missed Work:
Regardless of the nature of the excused absence, the student is
responsible for completing all coursework according to the
terms agreed upon between the instructor and the student.

•

It is the responsibility of the student to request an opportunity
to complete missed work in writing . Once the excuse for the
absence has been granted in writing , the request to make up
work should be made to the instructor at the next available
class meeting .

•

Missed activities will be rescheduled or, in the event that
rescheduling of an activity is not practical or possible, a fair and
equitable alternative way of arriving at the overall grade must
be developed by the instructor. If students are allowed to drop
the lowest test score , the instructor may not require the student
to use a missed exam as that "drop".

•

Punitive measures must not be taken against students who
present an official University excused absence .

Excused Class Absence - Student Athlete Handbook:

Student-Athletes excused absences are for three reasons : 1) Official
athletic competition , 2) Practice opportunities related to travel timing
and away gym availability or 3) Travel to and from Official Athletic
Competition as outlined by NCAA regulations

Excused Absence from Class process:

1. Coaches must provide instructors of student-athletes within the
first two weeks of class the specific dates for travel and
competition in a particular sport informing him/her of the
expected absences for official athletic competition . Coaches
must also provide dates for post-season competition with a
statement that if the team is successful and goes to postseason . Instructors will be provided with dates that student
athletes are to participate according to tournament schedules .
2. Students will obtain the faculty signature documenting receipt
of schedule and will return said document to the appropriate
athletic administrator.

3. Coaches will provide the Athletic Director as approved by
Intercollegiate Athletic Committee (IAC) with the following :
a. Dates classes will be missed
b. Times classes will be missed
c. Reason class will be missed
d. Destination city and state
4. The Athletic Director will be copied on all letters and/or
schedules that are provided to instructors and a copy will be
kept on file in the Athletic Director's Office .
5. Each coach must submit this information to the Athletic
Department allowing a minimum of one week for the student to
submit the excuse to his/her instructor prior to missing the
scheduled class.
6. If a student-athlete must be excused from a scheduled class
due to athletic related competitions or travel to such
competitions , a class excuse will be given to each studentathlete to submit to his/her instructors. This must be provided
no later than the class period prior to the absence.

Each academic department's policy regarding catch up/make-up
missed work for an excused absence will apply to the studentathlete so long as the policy described above is met.

All appeals will be administered through the Provost's office,
and the Provost will determine all final outcomes through the
appropriate appeal process.

Approved by: Wayne D. Andrews, President Date : 7/01/2010

Maria Fraser
·om:
mt:
To:

Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes ; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade ; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

Cc:
Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few In itial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
.. .:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings .
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Admin istrative Regulations W.eb Page:
http://www.mo reheadstate .edu/daa/uar/index.aspx?id =340

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President: 8/17/2010
1

126.02

Faculty International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17 /10

127.02

Student International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President : 8/17 /10

131.01

Excused Absences Policy
Initial Adoption: 7/1/10
Signed by President: 7/29/10

132.01

Transfer Credit Appeal
Initial Adoption: 9/1/10
Signed by President: 9/7 /10

301.03

Staff Performance Management System
Revision : 4/9/10
Signed by President : 8/17/10

303 .02

Americans with Disabilities Act Complaint Procedures
Revision : 4/9/10
Signed by President: 8/17/10

307.02

Employee Share of Institutional Loss/Deductible
Revision : 4/9/10
Signed by President: 8/17 /10

308.02

Telecommunications Resource Usage
Revision: 4/9/10
Signed by President: 8/17/10

309.02

Accident Reporting Procedures
Revision : 4/9/10
Signed by President: 8/17/10

310.02

Administrative Data Responsibility
Revision : 4/9/10
Signed by President: 8/17 /10

311.02

MSU Student Motor Vehicle Operating Program
Revision : 4/9/10
Signed by President: 8/17/10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
u~rehead State University
i Howell-McDowell
,.,~rehead, KY 40351
(606) 783-2002
m.fraser@moreheadstate.edu
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UAR NUMBER:

132.03

TITLE: Transfer Credit Appeal
ORIGINATOR(S):
Associate Provost for Undergraduate Education and Student Success

INITIAL ADOPTION: 09/0l /2010
REVISION DATE(S): 04/ 12/2018; 06/06/2019
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
, outline the process for filing a transfer course of appeal
Procedural Reference: UAR 100 Acceptance of Transfer Credit for Undergraduate & Graduate Students

SCOPE:
Undergraduate students seeking transfer credit

DESCRIPTION (INCLUD E DEFINITIONS):
DESCRIPTION (INCLUDE DEFINITIONS):
Appeal of Denial of Acceptance of Transfer Course Policy: Grounds for filing an appeal include :
I. Denial of accepting a course from an accredited postsecondary institution.
2 ... Denial of accepting a transfer course from an accredited postsecondary institution as an equivalent course at Morehead
State University.
Step l : If a transfer course is denied the student must complete the Transfer Credit Appea l form and submit it to the
appropriate department chair for reconsideration. The form with a description of the course from the transferring
institution and other supporting information such as a syllabus should be sent to the department chair.
Step 2: Within ten working days ofreceipt of the appeal, the department chair will notify the student of the results of the
review. Any changes will be communicated to the Registrar for official processing.
Step 3: If a student is dissatisfied with the resu lts of the appea l at the department level, within 10 working days the
student may submit their appea l to the college dean. The Transfer Credit Appeal form with supporting documentation and
the department chair's denial is sent to the college dean.
Step 4: Within ten working days of receipt of the appeal at the college level, the dean will notify the student of the results
of the review. Any changes will be communicated to the Registrar for official processing and department chair.
Step 5: If a student is dissatisfied with the results of the appea l at the college level, within l O working days the student
may submit their appeal to the Associate Provost for Undergraduate Education & Student Success. The Transfer Credit
Appeal form with supporting documentation and the department chair's and college dean's denial is sent to the Associate
Provost for Undergraduate Education & Student Success.
Step 6: Within ten working days of receipt of the appeal, the Associate Provost for Undergraduate Education & Student
Success will notify the student of the results of the review. Any changes will be communicated to the Registrar for
official processing, the college dean and department chair.
Step 7: The decision of the Associate Provost for Undergraduate Education & Student Success is final.

APPROVED BY:

?//~/7
I
1~11~19
PRESIDENT:

~...:.._____.:_:_:...______,,,_~---=---

DATE:

_7t,__./_. ./---1-1/

Transfer Credit Appeal
Morehead State University

Name:- - - - - - - - - - - - - - -MSU Student ID Number:- - - - Last
First
Ml
Address:

---------------------------Number & Street

City

State

Zip

Telephone Number:_ _ _ _ _ _ _ _ _ Email, _ _ _ _ _ _ _ _ _ _ _ __
Name and Number of Course :

---------------------

Name of Postsecondary Institution the Course was Completed :_ _ _ _ _ _ _ __
Term or Date Course Completed :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Reason for Appeal :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Student Signature:

- - - - - - - - - - - - - -Date :- - - - - - - - - -

Review:

Accept Denial & Reason for Denial

Department
College Level
UG Ed & Student Success

De an: - - - - - - - - - - - - - - - - - - - -

Date: - - - - - Date :

Associate Provost for UESS:

Date :

Dept. Chair/Assoc. Dean :

------------- - - -- - - - -- - -

UAR NUMBER: 132.02
TITLE: Transfer Credit Appea l
ORIGINATOR(S):
Associate Vice President for Academic Affairs

INITIAL ADOPTION: 09/01/20 10
REVISION DATE(S): 07/ 12/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To outline the process for filing a transfer course of appeal
Procedural Reference: UAR I 00 Acceptance of Transfer Credit for Undergraduate & Graduate Students

SCOPE:
Undergraduate students seeking transfer credit

DESCRIPTION (INCLUD E DEFINITIONS):
Appeal of Denia l of Acceptance of Transfer Course
Policy: Grounds for filing an appeal include:
I. Denial of accepting a course from an accredited postsecondary institution.
2. Denial of accepting a transfer course from an accredited postsecondary institution as an equivalent course at Morehead
State University.
Step 1: If a transfer course is denied the student must complete the Transfer Credit Appeal form and submit it to the
appropriate department chair for reconsideration . The form with a description of the course from the transferring
institution and other supporting information such as a syllabus shou ld be sent to the department chair.
Step 2: Within ten working days ofreceipt of the appeal, the department chair will notify the student of the results of the
review. Any changes will be communicated to the Registrar for official processing.
Step 3: If a student is dissatisfied with the results of the appeal at the department level, within 10 working days the
student may submit their appea l to the college dean . The Transfer Credit Appeal form with supporting documentation and
the department chair's denial is sent to the college dean .
Step 4: Within ten working days of receipt of the appeal at the college level, the dean will notify the student of the results
of the review. Any changes will be communicated to the Registrar for official processing and department chair.
Step 5: If a student is dissatisfied with the results of the appeal at the college level , within l O working days the student
may submit their appeal to the Associate Vice President for Undergraduate Education & Student Success. The Transfer
Cred it Appeal form with supporting documentation and the department chair's and college dean's denial is sent to the
Associate Vice President for Undergraduate Education & Student Success.
Step 6: Within ten working days of receipt of the appeal, the Associate Vice President for Undergraduate Education &
Student Success wi ll notify the student of the results of the review. Any changes wi ll be communicated to the Registrar
for official processing , the college dean and department chair.
Step 7 : The decision of the Associate Vice Pres ident for Undergraduate Education & Student Success is final.

APPROVED BY:
VICE PRESID ENT:

PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

_

DATE:

-t/17-/1<g

Transfer Credit
Appeal
Morehead State
University

Name:

MSU Student ID Number:
------------------Last
First
Ml

Address :

----------------------------Number & Street

City

State

Zip

Telephone Number:_ _ _ _ _ _ _ _ _ Email _ _ _ _ _ _ _ _ _ _ _ __
Name and Number of Course :

---------------------

Name of Postsecondary Institution the Course was Completed :_ _ _ _ _ _ _ __
Term or Date Course Completed :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Reason for Appeal :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Student Signature :_ _ _ _ _ _ _ _ _ _ _ _ _ _ Date :_ _ _ _ _ _ _ _ __

Review

Accept Denial & Reason for Denial

Department Level :
College Level:
Academic Programs:

Department Chair Signature :_ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ __
Dean Signature:

Date:_ _ _ _ _ __

Associate Vice President Signature :

Date:_ _ _ _ _ __

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

132.01

Title:

Transfer Credit Appeal

Originator:

Associate Vice President for Academic Affairs

Initial Adoption: 09-01-2010
Revision Dates:
To outline the process for filing a transfer course of appeal

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X

UAR, specify UAR 100 - Acceptance of Transfer Credit for
Undergraduate Students
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):

Undergraduate students seeking transfer credit.

Attach a description of the UAR.

(Description Attached)

Approved by:

~(Jt~L

Dite

132.01

UAR Number:
Title:

Transfer Credit Appeal

Originator:
Initial Adoption :

Associate Vice President for Academic Affairs
09/01/2010

Purpose:
Procedural
References :
Scope (Who Is
Covered By This
UAR?):
Description:

To outline the process for filing a transfer course of appeal
UAR 100-Acceptance of Transfer Credit for Undergraduate Students
Undergraduate students seeking transfer credit.

Grounds for filing a transfer course appeal
Appeal of Denial of Acceptance of Transfer Course

Policy: Grounds for filing an appeal include:

1. Denial of accepting a course from an accredited postsecondary
institution.
2. Denial of accepting a transfer course from an accredited
postsecondary institution as an equivalent course at Morehead State
University.
Step 1: If a transfer course is denied the student must complete the
Transfer Credit Appeal form and submit it to the appropriate department
chair for reconsideration. The form with a description of the course from
the transferring institution and other supporting information such as a
syllabus should be sent to the department chair.
Step 2: Within ten working days of receipt of the appeal, the department
chair will notify the student of the results of the review. Any changes will be
communicated to the Registrar for official processing.
Step 3: If a student is dissatisfied with the results of the appeal at the
department level, within 10 working days the student may submit their
appeal to the college dean. The Transfer Credit Appeal form with supporting
documentation and the department chair's denial is sent to the college
dean.
Step 4: Within ten working days of receipt of the appeal at the co llege level,
the dean will notify the student of the results of the review. Any changes
will be communicated to the Registrar for official processing and
department chair.
Step 5: If a student is dissatisfied with the results of the appeal at the
college level, within 10 working days the student may submit their appeal to

the Associate Vice President for Academic Programs. The Transfer Credit
Appeal form with supporting documentation and the department chair's
and college dean's denial is sent to the Associate Vice President for
Academic Programs.
Step 6: Within ten working days of receipt of the appeal, the Associate Vice
President for Academic Affairs will notify the student of the results of the
review. Any changes will be communicated to the Registrar for official
processing, the college dean and department chair.
Step 7: The decision of the Associate Vice President for Academic Affairs is
final.
Approved by: Wayne D. Andrews, President Date: _ _ _ _ _ _ __

Transfer Credit Appeal
Morehead State University

Name :

----------------Last

First

MSU Student ID Number:
------

Ml

Address :

-------------------------------Number & Street

City

State

Zip

Telephone Number: _ _ _ _ _ _ _ _ _ _ _ Email _ _ _ _ _ _ _ _ _ _ _ _ _ __

Name and Number of Course:

------------------------

Name of Postsecondary Institution the Course was Completed: _ _ _ _ _ _ _ _ _ _ _ __
Term or Date Course Completed :

------------------------

Reason for Appeal: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Student Signature :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ _ _ _ __

Review

Accept

Denial & Reason for Denial

Department Level :
College Level:
Academic Programs:

Department Chair Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ __
Dean Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date :_ _ _ _ _ _ __
Associate Vice President Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ __

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss ; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

rom:

ent:
To:

Cc :

Subject:

Sent on behalf of the Provost:

Recently, t here have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs- IRSA
Academic Deans
ecutive Director Regional Engagement
. _~e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Arch ives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page:
http ://www.moreheadstate .edu/daa/ua r/index.aspx?id =340

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President : 8/17/2010
1

126.02

Faculty International Identification Cards & Med ical Insurance
Revision : 4/9/10
Signed by President : 8/17 /10

127.02

Student International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17 /10

131.01

Excused Absences Policy
Initial Adoption: 7/1/10
Signed by President: 7/ 29/10

132.01

Transfer Credit Appeal
Initial Adoption: 9/1/10
Signed by President: 9/7 /10

301 .03

Staff Performance Management System
Revision : 4/9/10
Signed by President: 8/17 /10

303.02

Americans with Disabilities Act Complaint Procedures
Revision : 4/9/10
Signed by President: 8/17 /10

307 .02

Employee Share of Institutional Loss/Deductible
Revision: 4/9/10
Signed by President: 8/17 /10

308 .02

Telecommunications Resource Usage
Revision : 4/9/10
Signed by President: 8/17/10

309 .02

Accident Reporting Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

310.02

Administrative Data Responsibility
Revision : 4/9/10
Signed by President: 8/17 /10

311.02

MSU Student Motor Vehicle Operating Program
Revision : 4/9/10
Signed by President: 8/17 /10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
u~rehead State University
i Howell-McDowell
.. ,~rehead , KY 40351
(606) 783-2002
m. fraser@moreheadstate.edu

2

UAR NUMBER: 133 .03
TITLE:

Credit for Prior Leaming

ORIGINATOR(S):
Associate Vice President for Academic Affairs

INITIALADOPTION: 04/ 19/2012
REVISION DATE(S): 09/03/2013; 07/23/2018
AUDIENCE: (SELECT ALL THAT APPLY)
FACULTY
STAFF
✓ STUDENTS

VENDORS

PURPOSE:
To establish policies and procedures for accepting credit for prior learning.

SCOPE:
Adult students

OTHER (SPECIFY):

DESCRIPTION (INCLUDE DEFINITIONS):
In support of adu lt student initiatives and expanded military efforts including UAR 115 .03, Morehead State University
seeks to establish a credit for prior learning policy. Morehead State University supports and adheres to the standards for
assessing learning established by the Council for Adult and Experiential Leaming (CAEL) and the Southern Association
of Colleges and Schools Commission on Colleges (SACSCOC). This credit for prior learning policy will provide a
course for course equivalency or course-match model which will allow adult students to demonstrate college-level
learning that they have obtained through work experiences, hobbies, professional development, civic activities, travel,
mil itary service, or other means. Courses wou ld be limited to those courses currently in the Morehead State University
catalog.
Credit for Prior Leaming would be awarded through the College-Level Examination Program (CLEP), course challenge
or proficiency examinations, Advanced Placement (AP) examinations, American Council on Education (ACE) credit
recommendations, DSST (DANTES) and other military equiva lencies (AARTS, SMART, or CGI), International
Baccalaureate (IB) credit, and completion of a portfolio that would be critically assessed by faculty within that
department to determine whether the threshold for mastery of the course was demonstrated. Credit for prior learning
supports the assessment of academic certificates, dip lomas and certification through transcript evaluation or the portfolio
method. Credit earned through the Prior Leaming Assessment Program can be applied toward General Education, degree
program, or elective requirements.
There will be a maximum of thirty credit hours for Credit for Prior Leaming courses that can be earned for a
baccalaureate degree and a maximum of fifteen hours for an associate degree and a maximum of nine hours for a
graduate degree. This includes credit earned through portfolio assessment, CLEP, DSST, AP , IB, proficiency through
ACE for corporate training, or challenge exams . MSU credit for military learning wi ll be awarded in accordance with
UAR 115.03 .
Students must pay an assessment fee based on the services received. The fees for CLEP, course cha ll enge or proficiency
examinations, and other examinations will be administered through the Testing Center. Students will pay a sliding scale
portfolio assessment fee administered through the Office of Regional Education and Outreach. The fees are for services
provided and are not related to whether credit is or is not awarded. The fee for portfolio assessment is equivalent to 25%
of the in-state tuition for the course they are cha llenging. Faculty evaluators will be paid 67% of the fee for the actual
assessment. The portfolio method may include written documentation, demonstration, simulation, or other acceptable
assessments as determined by the academic facu lty. Not all courses would qualify for the credit for prior learning process.
Academic departments will collaborate with the Office of Regional Education and Outreach to identify eligib le courses.

APPROVED BY:
VICE PRES IDENT:

DATE:

APPROPRIATE INSTITUTIONAL REVIEW: _ _ _ _ _ _ _ _ _ _ _ _ _ __

DATE:

PRtSID ENT:

DATE:

] I/23/fl'o
•

7 r/23!,~
t

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 133.01
Title: Credit for Prior Learning

Originator:

Associate Vice President for Academic Affairs

Initial Adoption: 04/19/12
Revision Dates:

I.

Purpose:

II.

Procedural Reference for:
__
__
__
X
__

Ill.

To address the awarding of credit for prior learning

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ __ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ __ _ _ __ _ _ ___.__ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): All Graduate and Undergraduate
students

Attach a description of the UAR.
Approved by:

~~~s~

(Description Attached)

UAR Number:

133.01

Title:

Credit for Prior Learning

Originator:

Associate Vice President for Academic Affairs

Initial Adoption: 04/19/2012
Purpose :

To address the awarding of credit for prior learning

Procedural
References:
Scope:

To establish policies and procedures for accepting credit for prior learning

Description:

In support of adult student initiatives and expanded military efforts including
UAR 115.03, Morehead State University seeks to establish a credit for prior
learning policy. Morehead State University supports and adheres to the
standards for assessing learning established by the Council for Adult and
Experiential Learning (CAEL) and the Southern Association of Colleges and
Schools (SACS) . This credit for prior learning policy will provide a course for
course equivalency or course-match model which will allow adult students
to demonstrate college-level learning that they have obtained through work
experiences, hobbies, professional development, civic activities, travel,
military service, or other means. Courses would be limited to those courses
currently in the Morehead State University catalog.
Credit for Prior Learning would be awarded through the College-Level
Examination Program (CLEP}, course challenge or proficiency exam inations,
Advanced Placement (AP} examinations, American Council on Education
(ACE} credit recommendations, DSST (DANTES) and other military
equivalencies (AARTS, SMART, or CGI}, International Baccalaureate (1B}
credit, and completion of a portfolio that would be critically assessed by
faculty within that department to determine whether the threshold for
mastery of the course was demonstrated. Credit for prior learning supports
the assessment of academic certificates, diplomas and certification through
transcript evaluation or the portfolio method . Credit earned through the
Prior Learning Assessment Program can be applied toward General
Education, degree program, or elective requirements .
There will be a maximum of thirty credit hours for Credit for Prior Learning
courses that can be earned for a baccalaureate degree and a maximum of
fifteen hours for an associate degree and a maximum of nine hours for a

1

graduate degree. This includes credit earned through portfolio assessment,
CLEP, DSST, AP, 1B, proficiency through ACE for corporate training, or
challenge exams. MSU credit for military learning will be awarded in
accordance with UAR 115.03.
Students must pay an assessment fee based on the services received . The
fees for CLEP, course challenge or proficiency examinations, and other
examinations will be administered through the Testing Center. Students will
pay a sliding scale portfolio assessment fee administered through the Center
for Adult Education and College Access and collected by the Testing Center.
The fees are for services provided and are not related to whether credit is or
is not awarded. The fee for portfolio assessment is equivalent to 25% of the
in-state tuition for the course they are challenging. Faculty evaluators will be
paid 67% of the fee for the actual assessment. The portfolio method may
include written documentation, demonstration, simulation, or other
acceptable assessments as determined by the academic faculty. Not all
courses would qualify for the credit for prior learning process . Academic
departments will collaborate with the Center of Adult Education and College
Access to identify eligible courses.

2

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 134.01
Title: Extended Military Leave of Absence

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 10/21 /13
Revision Dates:
I. Purpose:

Defines eligibility requirements for military absences exceeding 30 days,
student responsibilities and university accommodations

II. Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

1 _ Other, specify Other, Student Handbook, Higher Education Opportunity
Act of 2008 Students serving, or having served, in the Armed Forces of the United
States

Ill.

Scope (Who is covered by this UAR?):
Students serving, or having served in the Armed Forces of the United

States

Attach a description of the UAR.

(Description Attached)

Approved by:

idfME.p~

.

UAR Number:
Title:
Originator:
Initial Adoptions:
Revision Dates:
Purpose:
Procedural:
References :
Scope:

Description:

134.01
Extended Military Leave of Absence
Director of Military Initiatives

Defines eligibility requ irements for military absences exceeding 30 days,
student responsibilities and university accommodations
Other, Student Handbook, Higher Education Opportunity Act of 2008
Students serving , or having served , in the Armed Forces of the United
States
General Eligibility
In continuing efforts to reaffirm our status as a military-friendly institution, and
in conjunction with the Higher Education Opportunity Act of 2008 (HEOA),
Morehead State University permits special accommodations to students who
are disenrolled from the university due to extended absence, or decline an offer
of admission, in order to perform mil itary service . Under this UAR, extended
absence due to military service includes voluntary or involuntary active duty
service in the U.S. Armed Forces, including active duty, active duty for training
and National Guard /Reserve Component service under federal authority, for a
period of more than 30 consecutive days.
In general, in orde r for the student to remain eligible for these accommodations
the cumulative length of absence and all previous absences for military service
may not exceed five years; and if discharged, the student must have received a
discharge other than dishonorable or bad conduct.

Admission . A student who is readmitted under this UAR shall be readmitted
with the same academic status as such student had when the student last
attended the institution. The student must give notice of their intent to reenroll
no later than three years after the completion of the period of military service,
or within two years after recovery if recovering from a service-related injury or
illness. A student who fails to apply for readmission within these t ime periods
may still seek readmission under the university' s general admission practices.

,

Tuition and Fees. A student who withdraws from course enrollment because of
extended absence due to military service per this UAR shall receive a 100%
refund of tuition and academic fees associated with the withdrawn course
enrollment. This refund applies to course enrollment withdrawals at any time
during the semester, but does not apply if the student receives academic credit
for the enrolled course(s) .
Academic Credit. Any currently enrolled student, meeting the conditions of this
UAR, may request an official withdrawal from courses with no academic penalty
up to the final day of the semester. Despite the extended mi litary absence, if
accommodations can be made between the student and academic department,

the student may elect to receive appropriate course credit instead of
withdrawing.
Student Housing and Meal Plans. A student, meeting the conditions of this

UAR, who withdraws from the university for a military leave of absence during a
semester term, and who resides in on-campus housing, shall receive a prorated
housing credit for unused housing time. The student will remain responsible for
on-campus housing charges while an occupant. Campus meal plans are
provided by an outside vendor, not by Morehead State University. The
university will make a reasonable effort to negotiate a prorated meal plan credit
for students affected by an extended military leave of absence .
Notification. Currently enrolled students requiring an extended leave of

absence for mil itary service should give advance notice and a copy of their
military orders to the Dean of Students and Registrar, unless such notice is
precluded by mil itary necessity. Students called to active duty service prior to a
semester or session should provide a copy of their military orders to the Office
of Enrollment Services to arrange for a military leave of absence . Any student
(or an appropriate officer of the Armed Forces or official of the Department of
Defense) who did not give advance notice of service to the appropriate
university official may meet the notice requirement by submitting, at the time
the student seeks readmission, an attestation that the student performed
service in the uniformed services that necessitated the student's absence .
Appeals . All appeals will be administered through the Associate Vice President

of Academic Affairs/ Academic Programs office, and the Associate Vice President
w ill determ ine all final outcomes through the appropriate appeal process.
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135.01
Definition of Credit Hour
Provost
12/01/13

To Document the Credit Hour Calculation
Student Handbook;
Academic Affairs ; Academic Programs
Morehead State University is required by the U.S. Department of
Education and our accrediting agency, the Southern Association of
Colleges and Schools (SACSCOC) , to define the procedure for
awarding academic credit within the curriculum. In order to comply
with federal regulations and (SACSCOC) policies, Morehead State
University shall adopt the federal definition of the Credit Hour as
.. identified by SACSCOC in their policy statement on credit hours
approved June 2011 , edited January 2012, which follows:
.

Description:

Federal Definition of the Credit Hour. For purposes of the
application of this policy and in accord with federal regulations , a
credit hour is an amount of work represented in intended learning
outcomes and verified by evidence of student achievement that is
an institutionally established equivalency that reasonably
approximates:

1. not less than one hour of classroom or direct faculty instruction
and a minimum of two hours out of class student work each
week for approximately fifteen weeks for one semester ... or the
equivalent amount of work over a different amount of time, or
2.

at least an equivalent amount of work as required outlined in
item 1 (above) for other academic activities as established by
the institution including laboratory work, internships, practica,
studio work, and other academic work leading to the award of
credit hours.

Morehead State University should abide by the SACSCOC
guidelines for flexibility in interpretation when assigning credit hours
for student coursework. The SACSCOC guidelines state that:

1

•

the institution determines the amount of cred it for student
work,

•

a credit hour is expected to be a reasonable approximation
of a minimum amount of student work in a Carnegie unit in
accordance with commonly accepted practice in higher
education ,

•

the credit hour definition is a minimum standard that does
not restrict an institution from setting a higher standard that
requires more student work per credit hour,

•

the definition does not dictate particular amounts of
classroom time versus out-of-class student work,

•

in determining the amount of work the institution 's learning
outcome will entail , the institution may take into
consideration alternative delivery methods, measurements of
student work, academic calendars, disciplines, and degree
levels,

•

to the extent an institution believes that complying with the
Federal definition of a credit hour would not be appropriate
for academic and other institutional needs, it may adopt a
separate measure for those purposes, and

•

credits may be awarded on the basis of documentation of
the amount of work a typical student is expected to complete .
within a specified amount of academically engaged time, or
on the basis of documented student learning calibrated to
that amount of academically engaged time for a typical
student.

*Credit Hour Defined : For the purposes of UAR 135.01 , an "hour" of
instruction is. interpreted as 50 minutes of contact time or its equivalent.
As such, each hour of credit is calculated : 15 weeks x 50 minutes= 750
contact minutes per semester; 12.5 clock hours of contact time, or its
equivalent, excluding reg istration and final examination periods.

2
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136.01
Instructional Delivery
Provost and Vice President for Academic Affa irs
07/01/14
To Document Course Scheduling Policies and Procedures
Academic Affairs, Academic Programs, Student Affairs
Morehead State University is requi red by the U.S. Department of
Ed ucatio n (USDE) to comply wi th th e Code of Federal Regulations
that governs post-secondary ed ucation. In turn, the USDE requires
that our accrediting agency, the Southern Association of Colleges and
Schools (SACS) ensure the enforcement of these regulations, as are
all other program specific accred iting associations and agencies.
These administrative pol icies and proced ures provid e for the
app li catio n of the federal regula tions pertaining to USDE Title 34 and
compliance with the Southern Association of Colleges and Schools
Commission on Colleges (SACSC OC) standards.

DEFINITIONS (USDE CFR Title 34: Section 600.2)
1. Credit Hour Calculation
The minimum instructional clock tim e required for a
semester hour of cred it is calculated using 50 minutes as
the recogni zed length of 1 hour of classroom instruction.

2. Length of Semester
The length of the term is 17 weeks, including one week
that is allotted for breaks in ins truction and one final
examination week. Therefore, the actu al "instructi onal"
semester is 15 weeks.

3. Clock hour Requirements for Courses
3.1.

15-week Courses: Each 3-credit lecture-based
co urse requires 3 7.5 hours of instructional time.
These courses typically have 150 minutes per
week of instruction al time that acc ounts for 37.5
hours per sem ester [(50 minutes x 3 x1 5 weeks)
+ 60 minutes].

3.2.

In the following clock hour requirements, the
term "instructional time" is synonymous with "inclass" and "direct faculty instruction." Term and
Mid-term examinations may be included as
instructional time (Final examinations are not
included). Instructional time applies to courses
taught in all modalities (i.e., face-to-face, online,
hybrid, etc.)

4. Distance Learning
4.1. Distance Learning (DL) refers to the formal
educational process that occurs when students and
instructors are not in the same physical setting for
the majority (more than 50 percent) of instru ction
and where instruction is offered via interactive
television (ITV) and/or online via the internet.

4.2. A Distance Learning Degree or Certificate Program is
one in which a student may complete a majority
(more than 50 percent) of the credit hours required
for the program through distance learning courses.
4.2.1. DL programs must be approved through the
usual University curriculum proposal review
process.
4.2.2. When DL Programs are developed for
approva l a notification of Substantive Change
must be submitted to the SACSCOC before the
program can be offered.

5. Delivery Types
5.1. Face-to-Face Instruction: The instructor and
student(s) interact during the same time and from
the sa me location. It may includ e a full range of
instructional techniques, including those that
involve the use of technology.
5.1.1. Web Enhanced Course: A face-to-face courses
that does not replace any face-to-face seat time,
and access to web-based tools is required.

5.2. Synchronous Distance learning: The instructor and
student (s) interact during the same time but from
different locations . It may include multimedia
components, chats, web seminars, and video or
phone conferencing.
5.2.1. Instructional Television {ITV): Is a
synchronous delivery type that is similar to
face-to-face instruction, in that a percentage
of the students interact with the instructor
during the same time and from the same
lo cation. However, another percentage of
students interact with the instructor from
different locations via an interactive
instructional television network.
5.3. Asynchronous Distance learning: The instructor and
student (s) interact during different times and from
different locations. It often relies on Internet
technology such as message boards, email, and
streamed or downloadable audio and/or video
components. An Online Course is an asynchronous
deliver type where students interact with the
instructor from different locations via the Internet
using the University approved online delivery
platform. A majority (more than 50 percent) of th e
instruction occurs when the student (s) and
instructor (s) are not in the same place. Two
categories of online courses are defined:
5.3.1. Fully Online Course: A course that may have
mandatory face-to-face sessions totaling no
more than 15 percent of the instructional
time. Examples of face-to-face sessions
include orientation, laboratory, exam review,
or an in-person test.

5.3.2. Hybrid/Blended Online Course: A course
where a majority (more than 50 percent but
less than 85 percent) of the instruction occurs
when the students and instructor are not in
the same place.

5.4. Faculty are expected to receive formal DL training

and approval prior to teaching a DL Course.

6. Course Types
6.1. Lecture and Seminar Courses: 3 semester hours of
credit (3 lecture/ 0 lab/ 3 total)

3 hours of Classroom or Direct Faculty Instruction
each week per semester (150 minutes x 15 weeks=
37.5 hours or 2250 minutes).
6.2. Laboratory Courses: 1 semester hour of credit (0

lecture/ 2 lab/ 1 total)
2 hours of scheduled laboratory instruction each
week per semester (100 minutes x 15 weeks= 25
hours or 1500 minutes) .
6.3. Combined Lecture/Laboratory Courses: 3-hour

lecture plus a 2-hour lab (3 lecture/ 2 lab/ 4 total)
Clock hour requirements for courses that consist of a
combination of lecture plus laboratory credit should
be calculated based upon the credit allocation and
equivalencies cited for lecture and laboratory
courses. A 2-hour lecture plus a 2-hour lab (2
lecture/2 lab/3 total) version is an option.

6.3.1. Lecture Instruction: 3 hours of Classroom or
Direct Faculty Instruction each week per
semester (150 minutes x 15 weeks= 37.5
hours or 2250 minutes).
6.3.2.

Laboratory Instruction: 2 hours of Classroom
or Direct Faculty Instruction per semester:
100 minutes x 15 weeks= 25 hours or 1500
minutes of laboratory instruction, excluding
final examinations. (1 semester hour of
credit).

6.3.3. Clinical Courses: One semester credit hour
is associated with a clinical class meeting

weekly during the semester; these are highly
variable in hours per week. One semester credit
hour for clinical requires three 50 minute
contact clinical hours per week (3 x 50 = 150
minutes/week; 150 minutes x 15 weeks= 2250
minutes of clinical contact for each credit hour
earned; 4 hours of clinical credit requires 12
hours/week (600 minutes/week; 600 x 15 =
9,000 minutes/ semester).

6.4. Practice-Based Guided Instruction Courses

Supervised clinical rounds, visual art studio,
performance-based studio, performing ensembles,
practice-based fieldwork, etc.
1 to 6 hours of Faculty Guided Instruction each week
per semester (SO to 300 minutes x 15=12.S hours to
75 hours or 750 to 4,500 minutes).
6.4.1.

Practicum Courses: Practicum courses are
highly variable in their delivery across
different academic programs. As such, faculty
guided instruction is dependent on the
student learner outcomes where one
semester credit hour is associated with a
practicum meeting 200 to 800 minutes per
week over the semester.

6.4.2. Art Studio Courses: One semester credit hour

is associated with an art studio class meeting
200 minutes per week over the semester (2
lecture/ 2 lab/ 3 total)
6.4.3.

Private Applied Music Lesson: Credit hours
for private applied music lessons are variable
(1- 4 credit hours)
Students enroll for credit depending on the
requirements of the degree program.
Students are expected to practice at least onehour per day for each credit hour earned in
private applied lessons.

6.4.4.

Ensemble Performance Courses: One
semester credit hour is associated with an
ensemble laboratory class meeting SO to 300
minutes per week over the semester.
6.4.4.1. Minor Ensembles: SO-minutes per

week (0 lecture /1 lab/1 total)
6.4.4.2. Major Ensembles: 150 minutes per
week (0 lecture/ 3 lab/ 1 total)
6.4.4.3. Marching Band: 300 minutes per
week (0 lecture/ 6 lab/ 1 total)
6.4.5. Theatre and Dance Applied Performance

Courses: The credit formula is calculated
similarly to that for major and/or minor
ensembles.
6.5. Internship, Cooperative Education, or

Apprenticeship Courses: The credit formula is
calculated similarly to that for practice-based guided
instruction credit. The supervising faculty and the
work supervisor at the cooperating site must both
judge and certify specified aspects of the student's
work.
6.5.1. Teaching Internship (Full-time Clinical

Practice): 12 semester credit hours is
associated with a class meeting 37.S hours
per week or 2250 minutes per week over the
semester.
6.5.2. Cooperative Education: Cooperative

Education courses are characteristically work
experience, credit bearing opportunities for
students that require a work-related
supervisor and a faculty sponsor. Coop credit
is based on a 60 minute clock hour where one
hour of credit is equated to 60 clock hours of
supervised work experience; a 6 hour coop

requires 360 clock hours of work experience
per semester (6 credits x 60 hours= 360
work hours).
6.5.3. Other Internship or Apprenticeship or
Internship Courses: Credit hour
determinations based on the teaching
internship credit guidelines.
6.6. Independent Study. Special Problems, Directed
Research/ Study, Thesis/ Dissertation Courses: One
semester hour of credit is the equivalent of 1 to 6
contact hours per week. Credit hours associated
with this type of instruction are assigned depending
upon the amount of activity associated with the
course, faculty supervision, and student out-of-class
work activity.

POLICIES AND PROCEDURES
7. Guiding Principles
Effective class and classroom scheduling is critical to the
academic mission of the University. Therefore, the
primary objective of these Academic Scheduling Policies
and Procedures is to provide opportunities for students
to fully participate in academic life at Morehead State
University (Monday through Sunday) while achieving
timely and successful completion of degree
requirements, and to make efficient and effective use of
valuable institutional resources.
These institutional course scheduling policies and
procedures are intended to maximize the probability that
we meet the following specific objectives:

7.1. Offer traditional and non-traditional students at
each campus location non-conflicting access to
general education and program courses according to
a prescribed map of curricular offerings.
7.2. Allow opportunities for students to participate in cocurricular offerings.

7.3. Ensure that the frequency and length of class
meetings provide for the application of appropriate
pedagogies for the discipline and/or course type.
7.4. Ensure that differences in academic programs and

campus locations are valued, understood and
accommodated.
7.5. Make efficient and effective use of University

facilities, equipment and technology.
7.6. Allow time for students, faculty and staff to
participate in professional development and shared
governance activities.

8. Space Utilization
8.1. Classes should be scheduled in rooms best suited for
the instructional type.
8.2. Classes should be scheduled in rooms that can

accommodate the potential maximum enrollment of
a class section.

9. Schedule Distribution
9.1. General Education and program courses are to be
distributed based on a prescribed map of curricular
offerings that is designed to ensure timely program
completion and the efficient and effective use of
institutional resources.

9.2. Student learning is facilitated when the length and
frequency of class meetings is aligned with the
subject matter and/or course type. For instance,
students may benefit from more frequent supervised
encounters with technical, language, and writing
courses, whereas studio, ensemble and laboratory
science courses may require longer blocks of time to
accommodate project development, setup, and
cleanup . Therefore, courses are to be distributed
according to the frequency and length required to

apply appropriate pedagogies for the sub ject and/or
course type.
9.3. Course distributions should ensure

that the needs
and differences of the various academic programs
and campus locations are valued, understood and
accommodated.

9.4. Course distributions should ensure

that time is
allowed for students, faculty and staff to
accommodate participation in professional
development and shared governance activities.

9.5. Course distributions should ensure that time is
allowed for students to participate in co-curricular
and extra-curricular activities .

10. Rules and Guidelines
Departments must strictly adhere to the approved
standard set of time patterns (see appendix), including
courses scheduled at the regional campuses. Any
deviation can affect th e coordination of instruction times
between the various campuses, limit access to classes
and participation in meetings and activities.

10.1.

In order to provide all students with the largest
number of opportunities to register for as many
courses as possible, academi c units are expected
to schedule courses according to the following
temporal distributional targets (Morehead
Campus only). Lecture, labs, recitation,
discussion, and seminar class components count
towards the distributional calculations, as well as
events scheduled in classrooms. First-Year
Seminar (FYS) and other course components,
such as internships and independent studi es, are
not included as part of the distributional
calculation.

10.1.1. Target A: At least 30% of classes should
be scheduled before 9:00 a.m. or after 3:00
p.m. (Calculation: Hours scheduled in
timeframes listed in each goal '""total hours
scheduled Monday through Friday, 8:00 a.m.
to 10:00 p.m.)
10.1.2. Target 8: At least 50 % of classes should use a
format that includes Fridays. (Calculation:
Hours scheduled on Friday'"" total hours
scheduled Monday through Friday 8:00 a.m.
to 10:00 p.m.)
10.2. Course caps are expected to be set as large as
possible based on the potential enrollment for the
given course type and instructional level.
10.3.

Rooms are scheduled for courses based on course
or activity type and course caps or activity size.
Room location is not necessarily a factor when
scheduling rooms.

10.4.

Because the standard meeting lengths are in 50
minute (MWF Classes) and 75 minute (TTh) time
blocks, non-standard sections should be offered
in multiples of these times to avoid end times that
preclude students from registering for courses
that may follow the non -standard section.

10.5.

Schedule all multiple lecture and laboratory
sections so that student course enrollments will
be distributed throughout the day and between
the different meeting patterns, as applicable.

10.6.

The use of hybrid and blended delivery is
unacceptable when used to eliminate Friday class
meetings.

10.7.

Evening and Saturday class time slots offer
educational opportunities for students who are
unable to enroll in the day program and who are
seeking additional flexibility in their school/work
schedule. Courses are offered on the
undergraduate and graduate levels in two day

per week 75 minute periods and a day per week
160 minute periods (150 minutes of instruction
plus a 10-minute break).

10.8.

Departments who offer programs and General
Education and service courses at the regional
campuses are expected to ensure a rotation of
courses that meets the needs of the regional
campus student while ensuring the efficient use
of institutional resources.

10.9.

Athletic practices, ensemble rehearsals and other
curricular and co-curricular activities involve
students that are enrolled in all academic
progra ms . Therefore, departments should
attempt to schedule courses to facilitate student
involvement in campus activities (NOTE: Athletic
practices are scheduled at the earliest available
time block as dictated by team members' class
schedules and the availability of facilities).

10.9.1. Refrain from scheduling single-section
undergraduate courses between 2:00 p.m.
and 7:00 p.m.
10.9.2. Schedule course sections with alternate
morning/afternoon and fall/spring options.
11. Deviations from Approved Time Patterns
11.1.

In order to ensure the integrity of the schedule,
all units are expected to follow these policies and
procedures when planning and scheduling
classes and activities. It's the academic dean's
responsibility to ensure the integrity of the
schedule under the supervision of the Provost

11.2.

Approval from deviations will be granted on a
case-by-case basis and will be approved only if a
compelling case can be made as to why the
approved patterns will not meet the needs of
stud ents and/or the program. Requests to
deviate from approved patterns must be made by

the Chair of the requesting department to the
Dean of the course-offering unit prior to the
course build periods (February 1 & September 1).
The Office of Institutional Research and
Assessment will provide a list of course sections
deviating from approved course scheduling
patterns to the Provost following schedule build
each semester.

Appendix A. Class Schedule Meeting Time Patterns
MORNING AND AFTERNOON TIMES

Three Days Per Week- MWF {150 minutes): 50 minutes per meeting
Two Days Per Week - TTH {150 minutes): 75 minutes per meeting
Two Days Per Week - MW or WF {100 minutes): 50 m inutes per meeting
One Day Per We ek - Mor W or F {50 m inutes): 50 m inutes per meeting
One Day Per Week - Even ing and SAT {160 minutes): 150 minutes of instruction plus a 10minute break per meeting
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

8:00 - 8:50
9:00 - 9:50
10:00 - 10:50
11 :00 11:50
12:00 12:50
1:00 - 1:50
2:00 - 2:50
3:00 - 3:50
4:00 - 4:50
5:00 - 5:50

8 :00- 9:15
9 :30 - 10:45

8:00 - 8:50
9:00- 9:50
10:00 - 10:50
11 :00 11 :50
12 :00 12:50
1:00 - 1:50
2:00 - 2:50
3:00-3 :50
4:00 - 4:50
5:00-5 :50

8:00- 9:15
9:30-10:45

8:00 - 8:50
9:00 - 9:50
10:00 - 10:50
11 :00 11 :50
12:0012 :50
1:00 - 1:50
2:00 - 2:50
3:00 - 3:50
4 :00- 4:50
5:00 - 5:50

8:00 - 10:40

11:00-12 :15
12 :30 - 1:45

11:00 12:15
12:30-1 :45

11 :00-1 :40

2:00 - 4:40

5:00 - 7:40

MORNING AND AFTERNOON TIMES

Four OR Five Days Per Week {200 OR 250 minutes): 50 m inutes per meeting
Monday

Tuesday

Wednesday

Thursday

Friday

8:00 - 8:50

8:00 - 8:50

8:00 - 8:50

8:00 - 8:50

8:00 - 8:50

11:00 - 11 :50

11:00 11:50
2:00 - 2:50

11:00 11:50
2:00 - 2:50

11:00 - 11:50

11:00 - 11:50

2:00 - 2:50

2:00 - 2:50

2:00 - 2:50

LATE AFTERNOON AND EARLY EVENING TIMES

Two Days Per Week {150 minutes) : 75 minutes per meeting
Monday

Tuesday

Wednesday

3:00 - 4:15
4:30 - 5:45

3:30- 4:45
5:00- 6:15

3:00 - 4:15
4:30 - 5:45

3:30 - 5:10
5:20- 7:00

3:00 - 4:40
4:50 - 6:30

Thursday

Friday

3:30 - 4:45
3:00- 4:15
4:30-5:45
5:00- 6:15
Two or Three Days Per Week - MWF or TTH (200 OR 300 minutes) : 100 minutes per

meeting

3:00 - 4:40
4:50 - 6:30

3:30 - 5:10
5:20- 7:00

3:00-4:40
4:50 - 6:30

EVENING TIMES

Three Days Per Week - MWF (150 minutes): 50 minutes per meeting
Tuesday
Wednesday
Thursday
Friday

Monday

- - ~-

5:00- 5:50
6:00-6:50
7:00- 7:50
8:00-8:50

5:00- 5:50
6:00-6:50
7:00-7:50
8:00-8:50

-

5:00- 5:50
6:00-6:50
7:00- 7:50
8:00-8:50

Two Days Per Week {150 minutes): 75 minutes per meeting

6:00- 7:15
7:30- 8:45

6:00- 7:15
7:30- 8:45

6:00- 7:15
7:30-8:45

6:00- 7:15
7:30-8:45

6:00- 7:15
7:30- 8:45

6:00- 7:15
7:30-8:45

One Day Per Week {160 minutes) 150 minutes of instruction plus a 10-minute break per
meeting

3:00- 5:45
6:00 - 8:50

3:00- 5:45
6:00 - 8:50

3:00- 5:45
6:00-8:50

3:00- 5;45
6:00-8:50

3:00-5:45
6:00-8:50

3:00-5 :45
6:00-8:50
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DESCRIPTION:
Salary enhancement is a critical element of the university' s broader employee
development strategy . The following principles provide the foundation for the proposed
Faculty Salary Plan which is aimed at (1) promoting and enhancing excellence in
teaching, professional achievement, and service among faculty, and (2) attracting and
retaining high-performing fa culty in the areas of teaching, professional achievement,
and service .
Alignment: The Faculty Salary Plan (FSP) should support and be aligned with MSU' s core
values, mission, goals, and strategy, particularly as related to the university' s employee
development strategy. As su ch, faculty salary increases must be a priority in university
budgeting processes.
2. Promote High Performance: Faculty meeting the highest levels of performance in regards
t o teaching, professional ach ievement, and service should be compensated to a greater
degree than others in order to recogn ize and promote outstanding performance in each
of these areas. High levels of performance should be rewarded such that high
performers are motivated to continue to perform at a high level and stay with in the MSU
community, and so that others are motivated to increase their level of performance .
3. Recognize Multiple Levels of Performance : Multiple levels of performance need to be
promoted through the FSP . Faculty salaries need to support those who meet, exceed,
and far exceed expectations . Differing levels of performance should be differentially
rewarded . The FSP must help supervisors distinguish among and reward different levels
of performance . Faculty Evaluation Plans (FEPs) provide the foundation for distingu ishing
between levels of perfo rmance . All FEPs should provide each faculty member with an

l.

1

This Faculty Salary Pla n provid es th e guid elin es for ad dress ing sa lary issu es fo r exis ting full -ti m e te nu re-track a nd
tenured (i.e. Sta nd ing-I) facu lty me mbers. Guid elines fo r ad dress in g sa lary issues for full -time fixed-term faculty
mem bers are includ ed in Ap pe ndix C. It is ass um ed all new fac u lty memb ers wi ll be hired at ma rke t com petitive
sala ries.

Promote Sustained High Performance: The FSP should promote continued, long-term,
high levels of performance, therefore performance-based sa lary increases will be added
to the faculty members' base salaries . Such adj ustments appropriately reward not only
a single year of performance, but also promote high leve ls of performance on a
continuing basis . These base sa lary adjustments also communicate a long-term
commitment to higher perfo rmers, facilitating their retention at MSU .
5. Transparency and Communication : MSU faculty should understand the process by which
thei r sa lary is determined . Fa culty members shou ld understand exactly what their
performance expectations are and how thei r level of performance influences salary
increases, or the lack thereof. The FSP should be communicated clearly to all faculty
members . The FSP should be supported by regular communication between supervisors
and the faculty who report to them .
6. Developmental: The FSP should be delivered in such a way that it fosters
developmentally focused conversations between supervisors and the faculty members
2
who repo rt to them . Annual reviews based on department/school/college FEPs shou ld
provide the foundation for a continued and regular dia logue regarding faculty
performance .
7. Supervisor Involvement: The FSP should support broader emp loyee development efforts
including coaching and performance feedback provided by supervisors . Supervisors are
the "front line" in these effor.ts. Supervisors have a direct responsibility for motivating
and developing high levels of faculty performance . Supervisors must have discretion in
regards to faculty salary decisions based upon faculty performance to support high levels
of facu lty performance.
8. Fairness and Justice: Salary decisions should be based on objective performance criteria.
Individuals should understand exactly how they are evaluated and be given multiple
opportunities to discuss performance expectations and their level of performance with
their supervisor. Individuals should be provided with clear and direct feedback so they
can adjust their future performance as necessary . Individuals should understand how
they can best respond to the ir performance evaluation . The FSP must be based upon
faculty performance expectations as outlined in their appropriate unit FEPs . FEPs must
adequately identify multiple areas of performance expectations (PAc-35) and help
supervisors differentiate between levels of faculty performance in each of these
performance areas.
9. Foster Collaboration and Teamwork: The FSP shou ld reward not only individual
performance, but also reward behaviors that foster collaboration and teamwork
throughout the university. A wide range of behaviors that contribute to MSU' s core
values, mission, goals, and strategy should be rewarded . The FSP should promote a
culture of collaboration at MSU . Therefore, FEPs should reflect not only individual
performance, but also performance behaviors that support the broader university
mission .
4.

The FSP Model

Overview

The FSP model includes both market and performance -based salary
3

adjustment components. Market sa laries are defined as the CUPA median salary per 4digit CIP code by rank . Performance criteria established in the unit FEPs provide the
2

Hereinafter refe r red to as uni t FE Ps.
CUPA salary survey data is update d an nua lly. The actua l data fro m th e m ost cu r r e nt CU PA data base w ill be used to
ide nti fy the market m ed ia n sa lary by 4- digit CI P code a nd by r a nk (i .e. assista nt, associate, or full).
3

basis for making salary adjustments such that the highest performing faculty members
will receive larger salary increases . The goal is for base salaries of faculty members with
sustained high levels of perfo rmance to be at or above the market median, while
sustained lower level performance results in salaries below the market median . All
increases awarded under the FSP will be applied to faculty base salaries .
The FSP model is based on the assumption that the sum of the faculty salaries in each
department/school is at least equal to the sum of the CUPA median salaries fo r each of
those departments/schools.
Department Chairs, Associate Deans, Deans, and the Provost have the responsibility of
determining if FEPs are applied fairly and that there are no unreasonable differences in
unit FEP processes across the university. Likewise, the Faculty Senate has the
responsibility of reviewing un it FEPs for compliance with PAc-35 .
Annual Performance Review Process

1.

The performance review period for full -time Standing-I faculty members will consist of
one calendar year: January 1 through December 31.

2.

By the 2 Friday in January of each year, full-time Standing-I faculty members will
submit an annual performance review portfolio in accord with their unit FEP . Faculty
members who do not submit a performance review portfolio meeting these
requirements by the due date will not be eligible for a salary increase.

3.

By the 3 Friday in February, Department Chairs/Associate Deans will provide a written
4
performance evaluation (including a performance score ) according to the gu idelines
established in the unit FEPs to all full -time Standing-I faculty members submitting a
performance review portfol io . This evaluation forms the basis for determining
performance -based pay adjustments . More specifically, each full -time Standing-I faculty
5
member in a department/school will be assigned a merit score on the basis of their
placement in the overall ran ki ng of performance scores for their unit. Final merit scores
are determined and shared with unit faculty members after the completion of all FEP based appeals (see #4 below) .

nd

rd

4. As provided in the unit FEPs, faculty members may appeal evaluations/performance
st
scores at the department/school level by the 1 Friday in March . Appeals at the unit
level can address both procedural (due process) and substantive issues . Appeal
nd
decisions must be submitted to the Dean by the 2 Friday in March .
nd

5. Also by the 2 Friday in March, Department Chairs/Associate Deans will provide their
Deans with a summary report including the performance score earned by each faculty
member (as guided by the unit FEP) and their recommended merit score based on a rank

A performance score is the overall num erica l ratin g ass igned to each facul ty memb er usin g the un it FE P as a guid e.
Each unit FE P mu s t spec ify a perfo rmance score associa ted w ith meeting mini mum expectati ons.
s Merit scores ar e assigned on a scale of 0-3 based on the overall distribution of performance review scores within
th e department/school. See # 2 in th e Mod el Design section below fo r a detail ed explanation.
4

ordering of performance scores for all full -time Standing-I faculty members in their unit.
There is no appeal process associated with merit score rankings . Department
Chairs/Associate Deans will also submit the portfolios of faculty members recommended
for equity-adjustment 6 consideration to the Dean by this date.
6.

rd

By the 3 Friday in March, the Dean will meet with the Department Chairs/Associate
Deans to determine wh ich faculty members will receive an equity adjustment. There is
no appeals process associated with equity adjustments.

7. By the 4 th Friday in March, the Dean will provide written notification to each faculty
member of their assigned merit score. Salary adjustments associated with merit scores,
as well as the amount of salary equity adjustment (if applicable), will be determined and
each faculty member notified once the salary increase pool is known . Assigned merit
scores and associated salary adjustments may not be appealed.

Model Design - Determining Salary Adjustments
1. The salary increase pool available to a department/school is determined by multiplying
7
the unit' s market shift percentage change by the current sum of the salaries of all full time Standing-I faculty members in the department/school. Of this amount, 15% will be
held at the college level to address salary equity issues (see #4 in this section) . The
remaining 85% of the salary increase pool will be distributed at the department/school
level based on prior year performance (as described in the "Annual Performance Review
Process" section above) .

2.

Merit scores will range from 0-3 (with 3 representing the highest level of merit).
Department Chairs/Associate Deans will rank order the performance scores of all full time Standing-I faculty members in the department/school. No more than the top 20%
of faculty members in the unit may be assigned a merit score of 3. No more than the
top 70% of faculty members in the unit may be assigned a merit score of 2 or 3. There is
no limit on the assignment of merit scores of 1 or 0 .8 It is possible that every faculty
member in a department/school may earn a merit-based salary increase. Faculty
members assigned a O merit score fail to meet minimum performance expectations
(according to their unit FEP) and are ineligible for a salary increase.

3.

The value of a unit of merit is a function o f :
a. The market shift percentage change in CUPA median salaries for the unit.

See #4 in the "Mod el Design" section below for details .
Market shift percentage cha nge is th e perce nt change in actual CUPA median salary by 4- digit CIP code by
disciplin e and rank (summed over all full -time Standing-I faculty members within the departm ent/school) from the
prior year to the curren t yea r ( detail s provided in Appendix A). At the pres id ent's cabinet's disc retion, additio nal
funds beyond this market shift percentage change may be added to the salary increas,e pool.
8 A fixed distribution of merit scores of 2 and 3 help s to ensure sup ervisors will effectively differentiate between
levels of performance a nd that a true incentive effect is pursued, w hereby there is greater in centive for higher levels
of faculty perform ance. Rounding up from the 20% and 70% limits is permitted but does dilute the valu e of each
unit of merit.
9 A detai led expl anation of the calcul atio n of th e va lu e of a unit of merit is presented in App endix A.
6
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b.The current salaries for all full-time Standing-I faculty members in each unit.
c. The distribution of merit scores among department/school faculty. (The greater
the number of faculty members receiving merit-based salary increases, the lower
the value of each unit of merit. Likewise, the greater the number of merit scores 2
and 3, th e lower the value of each un it of merit) .
d.The distribution of the salary increase pool between the department/school and
the college levels .

4.

15% of the salary increase pool available to fund performance-based increases for each
department/school is set aside at the college level to provide a pool for making salary
equity adjustments for full -time Standing-I faculty membe rs in that college . The
process and guidelines for distribution of these equity-adjustment funds at the college
level are :
a. Department Chairs/Associate Deans recommend faculty members for equity
adjustment consideration to the Dean . The Dean, after reviewing faculty member
portfolios and in consultation with the Department Chairs/Associate Deans makes
the final decision regarding the distribution of equity-based salary increases. Each
dean will provide to the provost an annual justification for the specific use of the
college -level equity funds . Each dean will also provide the faculty in their
respective colleges a summary of the types of issues addressed through the
distribution of the equity funds .
b. The college pool of funds is ava ilable to address a variety of potential salary
inequities . Examples include, but are not limited to :
i.
Salary comp ression among consistently high-performing senior faculty
that is attributable to rapidly advancing market salaries for new faculty
hires .
ii.
Salary inequities across disciplines within a single department/school. For
example, some discipline market median salaries by rank may advance
more rapidly than others within the same merit pool.
ii i.
Long-term high performance warranting salary adjustments not captured
through typical application of the model.

Implementation Timeline and Reviews of the Faculty Salary Plan

The Faculty Salary Plan will be implemented during the spring term of 2015 and applied
to faculty performance during the 2014 calendar year. The plan will be reviewed every
two years beginning in the spring term of 2017 to assess the associated outcomes,
including the use of college equity funds, and determine if modifications are needed .
The Provost and Executive Vice-President of Academ ic Affairs will appoint a Faculty
Compensation Review Committee consisting of the faculty regent, chair of the faculty
senate, a second faculty senate representative, two department chairs/associate deans,
one dean, and one faculty member representing each of the four colleges . The
committee will provide a written assessment report to be submitted to the Provost by
May 1 for the two previous years .

Appendix A
Calculation of Department/School Salary Increase Pool

The model is based on the assumption that the sum of the full -time Standing-I faculty
salaries in each department/school is at least equal to the sum of the actual CUPA
median salaries for each of those departments/schools. The pool of salary increase
funds available to a department/school/college is constructed as follows :

1.

List all full -time Standing-I faculty members in each department/school by 4-digit CIP
code .

2.

List the CUPA median salary (the actual CUPA data - not a derived value) for last year
associated with each faculty member' s 4-digit CIP code (by rank) and sum across all
faculty members in the department/school.

3.

List the CUPA median salary fo r the current year associated with each faculty member's
4-digit CIP code by discipline and rank and sum across all faculty members in the
department/school.

4. Calculate the percentage difference between the sums from #2 and #3 above .
5. Sum the current salaries of each faculty member in each department/school. Multiply
this sum by the percentage calculated in #4 above for each department/school. This
provides the dollar amount of funds available for a raise pool attributable to each
department/school.
6.

The salary increase pool identified in step 5 is divided into a pool to be allocated at the
department/school level (85%) and a pool to be allocated for equity-based salary ·
adjustments at the college level (15%). Thus, the calculation of the value of a unit of
merit in each department/school is based on this 85% pool of funds .

Appendix B
Calculation of the Unit Value of Merit

Departmental/ school merit score allocations will be valued as a fixed percentage
adjustment of each eligible faculty member's base salary. The actual amount of money
available to a department/school for salary increases is a fixed percentage of the total
base salary pool of the eligible departmental/school faculty. For example, if 2% " marketshift" money is available for department/school-level performance-based pay raises and
a total base salary for 10 faculty members in that unit is $360,000, then $7,200 will be
distributed among these faculty, based on the distribution of unit merit scores (i.e . l's,
2's and 3's) and the percentage value of a department/school unit of merit. If a
departmental/school merit unit is valued at .91% (see Steps 1-3 below), then a faculty
member whose base salary is $50,000 and who receives a merit score of 2 will receive a
salary increase of (.0091) x (2) x ($50,000) = $910 .

The procedure for determining the value of a department/school merit unit as a
percentage of base salary is described as follows:

STEP 1-

Multiply each eligible faculty member's base salary by the department/school

merit score awarded to that person. Then sum all of these values. Suppose in the above
example that this resulted in $792,000.

STEP 2-

Determine the total department/school base salary pool. In this example it is

$360,000. Then divide the value from Step 1 by this base pool. This results in a
weighted average of the merit scores awarded in that department/school. In this
example the value obtained is 2.2.

STEP 3-

Divide the market-shift percentage allotted to the department/school salary

increase pool by the value from Step 2. For the information in this example, the market
shift percentage allotment is 2%, so that the approximate value of a merit unit in this
department/school is .91% {2 % divided by 2.2) .

Appendix C
FSP Model Application for Full-Time, Fixed-Term Faculty Members

Full-time, fixed -term faculty members 10 are an integral resource at Morehead State
University and will be evaluated annually according to the guidelines in their unit's
Faculty Evaluation Plans. Given the different performance expectations between full time, fixed -term faculty members and Standing-I faculty members, the performancebased salary adjustment process for full -time, fixed -term faculty members will be
conducted separately from Standing-I faculty members.

Since full -time, fixed -term faculty members typically represent a small percentage of the
full-time faculty workforce at MSU, their performance scores will be pooled at the
college level for determining the distribution of merit scores (instead of at the
department/schoo l level as is the case for Standing-I faculty members) . All other
components of the Faculty Salary Plan identified in this document will apply.

This process applies only fo r thos e full -ti me fi xed-term fac ul ty members expected to r eturn fo r th e follo win g
academic year.
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DESCRIPTION:
Salary enhancement is a critical element of the university's broader employee
development strategy. The following principles provide the foundation for the proposed
Faculty Salary Plan which is aimed at (1) promoting and enhancing excellence in
teaching, professional achievement, and service among faculty, and (2) attracting and
retaining high-performing faculty in the areas of teaching, professional achievement,
and service.
Alignment: The Faculty Salary Plan (FSP) should support and be aligned with MSU's core
values, mission, goals, and strategy, particularly as related to the university's employee
development strategy. As such, faculty salary increases must be a priority in university
budgeting processes.
2. Promote High Performance: Faculty meeting the highest levels of performance in regards
to teaching, professional achievement, and service should be compensated to a greater
degree than others in order to recognize and promote outstanding performance in each
of these areas. High levels of performance should be rewarded such that high
performers are motivated to continue to perform at a high level and stay within the MSU
community, and so that others are motivated to increase their level of performance.
3. Recognize Multiple Levels of Performance: Multiple levels of performance need to be
promoted through the FSP . Faculty salaries need to support those who meet, exceed,
and far exceed expectations. Differing levels of performance should be differentially
rewarded. The FSP must help supervisors distinguish among and reward different levels
of performance. Faculty Evaluation Plans (FEPs) provide the foundation for distinguishing
between levels of performance. All FEPs should provide each faculty member with an
overall numerical performance score that can be used to rank order faculty members in
each department/school based on levels of performance .
l.

This Faculty Salary Plan provides th e guid elin es for a ddressing sala ry issu es for existing full -time tenure-track and
tenured (i. e. Stand ing-I) fa culty m emb ers. Guid elin es for a ddress in g salary issues for full-tim e fix ed-term faculty
m embers ar e included in Appendix C. It is assum ed a ll new faculty memb ers will be hired at ma rket competitive
salaries.
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4.

5.

6.

7.

8.

9.

Promote Sustained High Performance: The FSP shou ld promote continued, long-term,
high levels of performance, th erefore performance-based sa lary increases will be added
to the faculty mem bers' ba se sa la ries . Such adju stme nts appropriately reward not on ly
a si ngle year of performan ce, but also promote high leve ls of performance on a
cont inuing ba sis . Th ese ba se sa lary adju stments also communicate a long-t erm
co mmitment to higher perfo rm ers, fa cilitating their retention at M SU.
Transparen cy and Communication : MSU faculty should und ersta nd the process by whi ch
their sa la ry is determined . Faculty members should understand exactly what their
performance expecta tions are and how their level of performan ce influences salary
increases, or the lack thereof. The FSP shou ld be communicated clearly to all faculty
members. The FSP should be su pported by regular comm unication between supervi sors
and the faculty who report to them .
Developmental: The FSP should be delivere d in such a way that it fosters
developmentally focused conversations between supervisors and th e faculty members
who report to them . Annual reviews ba se d on department/school/co llege FEPs 2 should
provid e th e foundation for a continued and regular dialogue regarding faculty
performance.
Supervisor Involvement: The FSP should support broader employee development efforts
including coac hing and performance fee dback provided by supervisors . Supervisors are
the "front line" in these efforts . Supervisors have a direct respon sibility for motivating
and developing high levels of faculty perfo rmance . Supervisors must have discreti on in
rega rds to faculty salary decisions based upon faculty performance to support high levels
of faculty performance .
Fairness and Justice: Salary decisions should be based on objective performance criteria.
Individuals should understand exactly how they are evaluated and be given multiple
opportuniti es to discuss performan ce expectations and their level of performance w ith
th eir supervisor. Individuals should be provided with clear and direct feedba ck so they
can adjust their future performance as necessary. Individuals should understand how
they can best respond to their performan ce evaluation. The FSP must be based upon
faculty performance expectations as outlined in their appropriate unit FEPs. FEPs must
ad equately identify multiple areas of performance expectations (PAc-35) and help
supervisors differentiate between levels of faculty performance in each of these
performance areas.
Foster Collaboration and Teamwork: The FSP should reward not only individual
performan ce, but also reward behaviors that foster collaboration and teamwork
throughout the university. A wide range of behaviors that contribute to MSU' s core
values, mission, goals, and strategy should be rewarded . The FSP should promote a
culture of co llaboration at MSU . Therefore, FEPs should reflect not only individual
performance, but also performance behaviors that support the broader university
mission.
The FSP Model

Overview

The FSP model includes both market and performance-based salary

adjustment components. Market salaries are defined as the CUPA3 median salary per 4digit CIP code by rank . Performance criteria established in the unit FEPs provide the

Hereinafter referred to as unit FEPs.
CUPA salary survey data is updated ann ually. The actua l data from th e most current CUPA database will be used to
identify the market median sala ry by 4-d igit CIP co de and by rank (i.e. assistant, associate, or full) .
2

3

basis for making sa lary adjustments such that the highest performing facu lty members
will receive larger sa lary increases. The goa l is for base sa laries of faculty members with
sustained high leve ls of performance to be at or above the market median, while
sustained lower level performance resu lts in salaries be low the market median . All
in creases awarded und er the FSP will be appli ed to faculty base salaries.
Th e FSP model is based on the assumption that the sum of the faculty salaries in each
department/school is at least equa l to the sum of the CUPA median salaries for each of
those departments/schools.
Department Chairs, Asso ciate Dea ns, Deans, and th e Provost have the responsibility of
determining if FEPs are applied fairly and that there are no unreasonable differences in
unit FEP processes across th e university. Likewise, the Faculty Senate has the
responsibility of reviewing unit FEPs for compliance with PAc-3 5.
Annual Performance Review Process

1.

The performance review period for full-time Standing-I faculty members will consist of
one calendar year: January 1 through December 31 .

2.

By the 2 Friday in January of each year, full-time Standing-I faculty members will
submit an annual performance review portfolio in accord with their unit FEP . Faculty
members who do not submit a performance review portfolio meeting these
requirements by the due date will not be eligible for a salary increase.

3.

By the 3 Friday in February, Department Chairs/Associate Deans will provide a written
4
performance evaluation (including a performance score ) according to the guidelines
established in the unit FEPs to all full-time Standing-I faculty members submitting a
performance review portfolio . This evaluation forms the basis for determining
performance-based pay adjustments . More specifically, each full-time Standing-I faculty
5
member in a department/school will be assigned a merit score on the basis of their
placement in the overall ranking of performance scores for their unit. Final merit scores
are determined and shared with unit faculty members after the completion of all FEPbased appeals (see #4 below) .

4.

As provided in the unit FEPs, faculty members may appeal evaluations/performance
st
scores at the department/school level by the 1 Friday in March. Appeals at the unit
level can address both procedural (due process) and substa ntive issues . Appeal
nd
decisions must be submitted to the Dean by the 2 Friday in March.

nd

rd

5. Also by the 2nd Friday in March, Department Chairs/ Associate Deans will provide their
Deans with a summary re port including the performance score earned by each faculty
member (as guided by the unit FEP) and their recommended merit score based on a rank

A performance score is the overall numerical rating assigned to each faculty member using the uni t FEP as a guid e.
Each unit FEP must specify a performance score associated with meeting minimum expectations.
s Merit scores are assigned on a scale of 0-3 based on the overall distribution of performance review scores within
the department/school. See #2 in the Model Design section below for a detailed explanation.
4

ordering of performan ce scores for all full-time Standing- I faculty mem bers in their un it .
There is no appea l pro cess associated with merit score rankings. Depa rtm ent
Chairs/Associate Dea ns will also submit the portfolio s of faculty members reco mm ended
for equity-adjustment 6 cons id era tion to the Dean by thi s date .
6.

By th e 3rd Friday in March, the Dean will meet with the Departm ent Chairs/Associate
Deans to determine which faculty members will receive an equity adjustment. Th ere is
no appeals process associated with equity adjustments.

7.

By the 4th Friday in March, the Dean will provide written notification to each faculty
member of their assigned merit score and associated salary adjustment, as well as th e
amount of any salary equity adjustment (if applicable). Assigned merit scores and
associated salary adjustments may not be appealed .

Model Design - Determining Salary Adjustments
l.

The salary increase pool available to a department/school is determined by multiplying
7
the unit's market shift perce ntage change by the current sum of the salaries of all full time Standing-I facu lty members in the department/school. Of this amount, 15% will be
held at the college level to address salary equity issues (see #4 in this section) . The
remaining 85% of the sa lary increase pool wi ll be distributed at the department/school
level based on prior year performance (as described in the " Annual Performance Review
Process" section above) .

2.

Merit scores will range from 0-3 (with 3 representing the highest level of merit).
Department Chairs/Associate Deans will rank order the performance scores of all full time Standing-I faculty members in the department/school. No mo re than the top 20%
of faculty members in the unit may be assigned a merit score of 3. No more than the
top 70% of faculty members in the unit may be assigned a merit score of 2 or 3. There is
8
no limit on the assignment of merit scores of 1 or 0. It is possible that every faculty
member in a department/school may earn a merit-based salary increase. Faculty
members assigned a O merit score fai l to meet minimum performance expectations
(according to their unit FEP) and are ineligible for a sa lary increase .

3.

The value of a unit of merit is a function of:
a. The market shift percentage change in CUPA median salaries for the unit.
b.The current sa laries for all full -time Standing-I faculty members in each unit.

See #4 in th e "Model Design" section below for deta ils.
Market shift percentage change is the percent change in actual CUPA median salary by 4-digit CIP co de by
discipline and rank (summed over all full-time Standing-I faculty members within the department/school) from the
prior year to the current year (details provided in Ap pen dix A). At the pres id ent's cabin et's discretion, add itio nal
fund s beyond this market shift percentage change may be added to the salary increase pool.
s A fixed distri bution of merit scores of 2 an d 3 helps to ensure supervisors will effectively differentiate between
levels of performance and that a true in ce ntive effect is pursued, w hereby there is greater incentive for higher levels
uf fac ul ty performance. Rounding up from the 20% and 70% limi ts is permitted but does dilute the value of each
unit of merit.
9 A detailed explanatio n of the calculation of th e value of a unit of merit is presented in Appendix A.
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c. The distribution of merit scores among department/school facu lty . (Th e greater
the number of facu lty members receiving merit-based salary increases, the lower
the value of each unit of merit. Likewise, the greater the number of merit sco res 2
and 3, the lower the value of each unit of merit) .
d.The distribution of the sa la ry increase pool betwee n the department/school and
the college levels .

4.

15% of the salary increase pool available to fund performance-based increases for each
department/school is set aside at the college leve l to provide a pool for making salary
equity adjustments for full-time Standing-I faculty members in that college. The
process and guidelines for distribution of these equity-adjustment funds at the college
level are:
a. Departm ent Chairs/Associate Deans recommend faculty members for equity
adjustment consideration to the Dean. The Dean, after reviewing faculty member
portfolios and in consultation with the Department Chairs/Associate Deans makes
the final decision regarding the distribution of equity-based salary increases . Each
dean will provide to the provost an annual justification for the specific use of the
college-level equity funds . Each dean will also provide the faculty in their
respective colleges a summa ry of the types of issues addressed through the
distribution of the equity funds.
b. The college pool of funds is available to address a variety of potential salary
inequities . Examples include, but are not limited to :
i.
Salary compression among consistently high-performing senior faculty
that is attributable to rapidly advancing market salaries for new faculty
hires .
ii.
Salary inequities across disciplines within a single department/school. For
example, some discipline market median salaries by rank may advance
more rapidly than others within the same merit pool.
iii.
Long-term high performance warranting salary adjustments not captured
through typical application of the model.

Implementation Timeline and Reviews of the Faculty Salary Plan

The Faculty Salary Plan will be implemented during the spring term of 2015 and applied
to faculty performance during the 2014 calendar yea r. The plan will be reviewed every
two years beginning in the spring term of 2017 to assess the associated outcomes,
including the use of college equity funds, and determine if modifications are needed.
The Provost and Executive Vice-President of Academic Affairs will appoint a Faculty
Compensation Review Committee consisting of the faculty regent, chair of the faculty
senate, a second faculty senate representative, two department chairs/associate deans, .
one dean, and one faculty member representing each of the four colleges. The
committee will provide a written assessment report lo be submitted to the Provost by
May 1 for the two previous years .

Appendix A
Calculation of Department/School Salary Increase Pool

The model is based on the assumption that the sum of the full -time Standing-I fa culty
salaries in each department/ school is at least equal to the sum of the actual CUPA
median salaries for each of those departments/schoo ls. The pool of salary in crea se
funds available to a department/school/college is constructed as follows :

1. List all full-time Standing-I faculty members in each department/school by 4-digit CIP
code .
2. List the CUPA median sa lary (the actual CUPA data - not a derived value) for last year
associated with each faculty member's 4-digit CIP code (by rank) and sum across all
faculty members in the department/school.
3.

List the CUPA median salary for the current year associated with each faculty member's
4-digit CIP code by discipline and rank and sum across all faculty members in the
department/school.

4. Calculate the percentage difference between the sums from #2 and #3 above .
5. Sum the current salaries of each faculty member in each department/school. Multiply
this sum by the percentage calcu lated in #4 above for each department/school. This
provides the dollar amount of funds available for a raise pool attributable to each
department/school.
6.

The salary increase pool identified in step 5 is divided into a pool to be allocated at the
department/school level (85%) and a pool to be allocated for equity-based salary
adjustments at the college level (15%) . Thus, the calculation of the value of a unit of
merit in each department/school is based on this 85% pool of funds.

Appendix B
Calculation of the Unit Value of Merit

Departmental/school merit score allocations will be valued as a fixed percentage
adjustment of each eligible facu lty member's base salary. The actual amount of money
availab le to a department/school for salary increases is a fixed percentage of the total
base salary pool of the eligible departmental/school faculty . For example, if 2% " marketshift" money is available for department/school-level performance-based pay raises and
a total base salary for 10 faculty members in that unit is $360,000, then $7,200 will be
distributed among these faculty, based on the distribution of unit merit scores (i.e. l's,
2's and 3's) and the percentage value of a department/school u·nit of merit. If a
departmental/school merit unit is valued at .91% (see Steps 1-3 below), then a faculty
member whose base salary is $50,000 and who receives a merit score of 2 will receive a
salary increase of (.0091) x (2) x ($50,000) = $910.

The procedure for determining the value of a department/school merit unit as a
percentage of base salary is described as follows :

STEP 1-

Multiply each eligible faculty member's base salary by the department/school

merit score awarded to that person . Then sum all of these values . Suppose in the above
example that this resulted in $792,000.

STEP 2-

Determine the total department/school base salary pool. In this example it is

$360,000. Then divide the value from Step 1 by this base pool. This results in a
weighted average of the merit scores awarded in that department/school. In this
example the value obtained is 2.2 .

STEP 3-

Divide the market-shift percentage allotted to the department/school salary

increase pool by the value from Step 2. For the information in this example, the market
shift percentage allotment is 2%, so that the approximate value of a merit unit in this
department/school is .91% (2% divided by 2.2).

Appendix C
FSP Model Application for Full-Time, Fixed-Term Faculty Members

Full-time, fixed -term faculty members

10

are an integral resource at Morehead State

University and will be evaluated annually according to the guidelines in their unit's
Faculty Evaluation Plans. Given the different performance expectations between fulltime, fixed -term faculty members and Standi ng-I faculty members, the performancebased salary adjustment process for full -time, fixed -term faculty members will be
conducted separately from Standing-I faculty members .

Since full -time, fixed-term faculty members typically represent a small percentage of the
full-time faculty workforce at MSU, their performance scores will be pooled at the
college level for determining the distribution of merit scores (instead of at the
department/school leve l as is the case for Standing-I faculty members). All other
components of the Faculty Salary Plan identified in this document will apply.

This process appli es only for tho se full -time fi xed-term faculty members expected to return for the following
academic year.
10

UAR NUMBER:

138.02

TITLE: Mandato1y Training for Employees Receiving Extramural Funding
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 7/ 1/2014
REVISION DATE(S): 07/20/20 18
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To establish a mandatory training program for MSU employees who receive funding through externally sponsored
agreements.
Procedural References :
Accounting & Financial Services Grants and Contracts Po licy Manual , Office of Human Resources procedures for hiring
employees, Office of Procurement Services Purchasing Policy and Procedure Manual , federal guidelines on use of
animals and humans in research/ teaching/testing

SCOPE:
Morehead State University faculty and staff who are involved with externally sponsored agreements.

DESCRIPTION (INCLUDE DEFINITIONS):
Description:
Faculty and staff participating in externally sponsored agreements are required to participate in training to ensure funds
are expended appropriately and that these individuals follow all applicable federal , state and local guidelines.
Definition of terms:
Externally Sponsored Agreement- External funds provided to MSU as a result of a funded grant or contract for services.
Procedures :
Individuals responsible for expending resources from externally sponsored agreements wi ll engage in mandatory training.
This training includes, but is not limited to, procedures for hiring and paying employees, budgeting procedures
(invoicing, budget transfers, effort reporting, etc.), procurement procedures, as well as human and animal research
guidance. The delivery method is online-based training modules; however, training will be offered interpersonally as
needed. Employees will complete the prescribed training modu les and will receive a ce1tificate verifying completion.
Employees will not have access to expend any funds from their externally sponsored accounts until training is completed .
Training will be valid for three years.

APPROVED BY:
VICE PRESIDENT:

_,_;. ,$
t<- -~
'=----i,,<--t2---rb'~-~~'-l------- □ATE: 1 / zo/ I~

APPROPR IATE INSTITUTIONAL REVIEW: _ _ __ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ _ __
PRESIDENT:

It i

- - -- - - - - -- - -- - - - - - -- - - - -- - - - DATE: I r/-;...Ol

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 138.01
Title: Mandatory Training for Employees Receiving Extramural Funding
Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 07/01/2014

I.

Purpose:
To establish a mandatory training program for MSU employees who receive
funding through externally sponsored agreements.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X UAR, specify Require mandatory training for faculty/staff involved
with externally sponsored agreements
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
University Faculty and Staff

Attach a description of the UAR.

(Description Attached)

Approved by:
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Date
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UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References For:

138.01
Mandatory Training for Employees Receiving Extramural Funding
Provost and Vice President for Academic Affairs
Julyl , 2014

To establish a mandatory training program for MSU employees who
receive funding through externally sponsored agreements.
Accounting & Financial Services Grants and Contracts Policy Manual,
Office of Human Resources procedures for hiring employees, Office
of Procurement Services Purchasing Policy and Procedure Manual,
federal guidelines on use of animals and humans in
research/teaching/testing.

Scope:

Morehead State University faculty and staff who are involved with
externally sponsored agreements.

Description:

Faculty and staff participating in externally sponsored agreements are
required to participate in training to ensure funds are expended
appropriately and that these individuals follow all applicable federal,
state and local guidelines.

Definition of terms:

Externally Sponsored Agreement-External funds provided to MSU
as a result of a funded grant or contract for services.

Procedures:

Individuals responsible for expending resources from externally
sponsored agreements will engage in mandatory training. This training
includes, but is not limited to, procedures for hiring and paying
employees, budgeting procedures (invoicing, budget transfers, effort
reporting, etc.), procurement procedures, as well as human and animal
research guidance. The delivery method is online-based training
modules; however, training will be offered interpersonally as needed.
Employees will complete the prescribed training modules and will
receive a certificate verifying completion. Employees will not have
access to expend any funds from their externally sponsored accounts
until training is completed. Training will be valid for three years.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 139.01
Title: Cost Share Requirements on Externally Sponsored Agreements
Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 07/01/2014

I.

Purpose: To maintain an accurate system for reporting cost allocable to an
externally sponsored agreement not charged to the granting agency.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X
UAR, specify Morehead State University is required to adhere to cost
share reporting requirements prescribed by 2 CFR 200.306.
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
Any University department receiving an externally sponsored
agreement with a cost share commitment.

Attach a description of the UAR.

(Description Attached)

Approved by:
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Date

UAR Number:
Title:

139.01
Cost Share Requirements on Externally Sponsored
Agreements

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption:

July 1, 20 14

Purpose:

To maintain an accurate system for reporting costs
allocable to an externally sponsored agreement not
charged to the granting agency.

Procedural
References For:

2 Code of Federal Regulations (CFR) 200.306

Scope:

Any University department receiving an externally
sponsored agreement with a cost share commitment.

Description:

Morehead State University is required to adhere to
cost share reporting requirements prescribed by
2 CFR 200.306.

Definitions of terms:
Cost Share--Costs allocable to an externally
sponsored agreement not charged to the granting
agency.
Department General Ledger Account-The
account number within the university's financial
system assigned to track the budget and expenditures
(costs) associated with a university department.
Externally Sponsored Agreement-External funds
provided to the University as a result of a funded
grant or contract for services.
Granting Agency-External entity providing funds
to Morehead State University.
In-Kind-Payment made in the form of goods,
commodities, or services rather than cash.
Mandatory Cost Share-Cost contribution
specifically pledged in the proposal bud get or award
that is required by the sponsor as a condition of
eligibility for an award .

Matching-Cost sharing and in-kind contributions.
Restricted General Ledger Account-The account
number within the university ' s financial system
assigned to track the budget and expenditures (costs)
associated with an externally sponsored agreement.
Time & Effort Certification Statements-Records
that represent a reasonable estimate of the time spent
on all activities performed. These records must
confirm the salary and wage percentage allocated to
each externally sponsored agreement, whether the
source is cost share or charged to an external award.
Voluntary Committed Cost Share--Cost
contribution provided at the discretion of the
institution and specifically pledged in the proposal
budget or award that is not required by the sponsor as
a condition of eligibility for an award. Once
voluntary committed cost share is offered in a
proposal and accepted by the sponsor, it becomes a
binding condition of the award.
Voluntary Uncommitted Cost Share--Cost sharing
not committed or documented in the proposal budget
or any award documents. This type of cost share
occurs after the award has been accepted and is not a
binding condition of the award .

Requirements:

Cost share, sometimes referred to as matching or inkind, is defined as costs allocable to an externally
sponsored agreement that are not charged to the
granting agency. These costs are a mandatory
condition and lead to the satisfaction of the objectives
specified in the agreement. Cost share may entail cash
contributions, relevant activities performed by an
individual under the auspices of the agreement, or
donated goods/services from the University or a thirdparty source.
Mandatory and voluntary committed cost share
become a binding commitment only upon the
University ' s acceptance of the award. Voluntary
uncommitted cost share, by contrast, is not a

condition of the award nor included in any of the
proposal or awarding documents and shall not be
included in the University's financial system. When
an award is accepted by the University with a formal
cost sharing commitment, whether mandatory or
voluntarily committed, it becomes a condition of the
award and the University has an obligation to
document, track, verify and make available for audit
applicable records.
All cost sharing commitments must be approved
during the externally sponsored agreement proposal
stage by the faculty member's department chair and
dean or the staff member's supervisor and vice
president. The department general ledger account
that will be used to fund the cost share commitment
must also be identified and approved during the grant
proposal stage. Upon notification of award
acceptance, the approved budget will be entered into
the University's financial system and the Office of
Budgets and Financial Planning will prepare a budget
transfer from the appropriate departmental account to
the cost share account, which will correspond to the
restricted general ledger account. The distribution of
salaries and wages by the institution will be supp01ied
by Time and Effort Certification Statements currently
required of any university personnel expending effort
on an externally sponsored agreement.
Non-compliance with these requirements and related
procedures may result in penalties levied against the
departments, divisions, and/or the University.

UAR NUMBER: 140.02
TITLE: Supplemental Salary for Faculty and Staff from Sponsored Programs
ORIGINATOR(S):
Provost and Vice President for Academic Affairs

INITIAL ADOPTION: 7/l /2014
REVISION DATE(S): 07/20/2018
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
✓ STAFF
STUDENTS

VENDORS

OTH ER (S PECI FY):

PURPOSE:
To establish guidelines and best practices for charging supplemental salary to externally sponsored agreements and to
ensure compliance with all Federal regulations.
Procedural References for : Title 2 Code of Federal Regulations (CFR) 200.430

SCOPE:
Morehead State University (MSU) faculty and staff receiving supplemental salary over and above their institutional base
salary (IBS) on any externally sponsored agreement.

DESCRIPTION (INCLUDE DEFINITIONS):

The University is obligated to comply with all federal policies related to the fiscal management of grants and contracts
under guidelines established by the Code of Federal Regulations (CFR), Title 2- specifically Part 200-Cost Principles
for Educational Institutions (formerly 0MB Circular A-2 1). As required under 2 CFR 200, compensation costs must be
charged to externally funded proj ects in a consistent manner, irrespective of funding source.
Definitions of terms:
Academic Year- The fall and spring semesters.
Administrative Supplement- Additional compensation paid from internal university funds, including but not li mited to,
deans or department chairs for administrative assignment.
Externally Sponsored Agreement- External funds provided to MSU as a result of a funded grant or contract for services.
Extra Service Pay- A term used by the Federal government that is synonymous with supplemental sa lary.
Facilities and Administrative Costs (F&A)- Verifiable indirect costs related to externa lly funded projects that are not
easily attributab le to individual projects. If salary is in cluded in the F &A rate negotiation proposal, the recipient is not
eligib le to receive supplemental salary. These positions include, but are not limited to, President, Provost, Vice
Presidents, Associate/ Assistant Vice Presidents, Deans/ Associate Deans, Department Chairs, Human Resources staff,
Accounting and Financial Services staff, Procurement Services staff, Research and Sponsored Programs staff, and
clerical taff.
Institutional Base Salary (IBS)- The annual sa lary of the employee as it appears in the employment contract.
Intra-Institution of Higher Education (IHE) Consulting- Serving as a consultant or otherwise contributing to an
externally sponsored agreement conducted by another fac ulty member of the same institution. Intra-IHE consulting by
faculty is assumed to be undertaken as an IHE obligation requiring no compensation in addition to IBS .
Normal Workload- Includes instruction, research/scholarship, and service. Tenured and tenure-track faculty are expected
to be engaged in scholarship (as defined in P Ac-11) and service consistent with the normal workload expectations as
defined in the Department/School/College Faculty Evaluation Plan (FEP : PAc-35).
Overload- Negotiated financial compensation paid for a full or equ ivalent course load for assistant professors, associate
professors, or professors, and more than 27 hours/year for instructors.
Principal Investigator (Pl)/Project Director (PD) - An individual who has primary responsibility fo r the design,
execution, and management of a research, training, or public service project and who will be involved in the project in a
significant manner.
Release Time/Course Reduction- When a faculty member is permitted to have a reduced teaching load under their
normal academic year appointment. In other words , the person is "released" from part of their teaching obligation while
still being paid their regular full time salary. This may be done to all ow time for scholarship, research activities and grant
work.
·
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DESCRIPTION (CONTINUED):
Salary Buyout-A release from some duties in a stated job description allowing the facu lty or staff member to work on
an externally sponsored project. The corresponding percentage of the person's appointment is charged directly to the
grant account during the term of the buyout. In effect, the grant "buys" the employee's time by paying for that portion of
their salary so that the equivalent amount of effort can be spent working on the project.
Scholarship-As defined in PAc-11, scholarsh ip is the use, application, or synthesis of existing knowledge and
methodologies with the aim of: (l) establishing new understanding and knowledge, (2) developing new technologies,
methodologies, or materials, (3) creating or rendering artistic works, or (4) solving discipline-related problems or general
societal problems. Scholarship is one criterion by which faculty members are assessed for promotion and success in the
tenure track.
Stipend-Compensation paid to non-MSU employees for services rendered.
Summer Salary-Compensation paid during the months facu lty are not under contract. The summer period is defined to
be the period outside the base salary period of the academic year appointment. Summer sa la1y is paid from externa lly
funded programs and thus originates from a different source than that generated by their regular appointment. Faculty
members on 9-, 10-, or 11-month contracts may receive summer sa lary for periods during which their contracts are not
in effect. This externally funded summer salary will be calculated by one of the fo llowing methods:
- A percentage of salary based on the IBS . For example, a 9-month faculty member is eligib le to receive 33 .33%
(11.11 % per month) of salary during the summer months; 10-month fac ulty 20% (l 0% per month); and 11 -month
faculty 9.09% per month.
- Calculated on a daily basis using the faculty member 's daily rate, based on the IBS.
Supplemental Salary- Compensation paid from external fund ing sources over and above the IBS for duties considered
separate and distinct from the employee's primary position duties as detennined by appointment letters, contracts, or
other documentation and comp liant with 2 CFR 200.
Requirements for Supplemental Salary: The IBS is the annua l compensation the university pays for an individual's
appointment, whether that time is spent on research/scholarship (as defined in PAc-11 ), teaching, or a combination of
these activities. IBS exclude :
- Any income that an individual may be permitted to earn outside of the normal workload;
- Incidental or overload ~ompensation paid for duties above and beyond the duties expected for an individual;
- Intra-IRE consulting which may be provided for in an award; and any bonus or recognition payment made to an
individual, which is made without an effort commitment expectation.
Current compensation options for faculty and staff conducting research , instruction/training, or pub li c service on projects
supported by external funds at MSU include the following:
- Release time/course reduction
- Summer salary
- Salary buyout
- Supplemental salary
External funding compensation options are not to be confused with the various mechanisms of payment existing at MSU
for faculty and staff and paid from internal sources. These are:
- Administrative supplement
- Overload
- Summer salary

In the case of supplemental salary, according to 2 CFR Part 200:
Certain conditions require special consideration and possible limitations in determining allowab le personnel
compensation costs under Federal awards. Among such conditions are the following:
Intra-Institution of Higher Education (IHE) consulting. Intra-IHE consulting by faculty is assumed to be undertaken as an
IHE obligation requiring no compensation in addition to lBS. However, in unusual cases where consultation is across
departmental lines or involves a separate or remote operation, and the work performed by the facu lty member is in
addition to his or her regular responsibilities, any charges for such work representing addi ti onal compensation above JBS
are allowable provided that such consulting arrangements are specifically provided for in the Federal award or approved

DESCRIPTION (CONTINUED):
in writing by the Federal awarding agency.
Extra Service Pay normally represents overload compensation, subject to instituti onal compensation policies for services
above and beyond IBS. Where extra serv ice pay is a result ofint ra-IHE consu lting, it is subj ect to the same requirements
of [the paragraph above]. It is allowable if all of the fo llowing conditions are met:
The non-Federal entity establishes consistent written policies which apply uniformly to all facul ty members, not just
those working on Federal awards. The non-Federal entity establishes a consistent written defi niti on of work covered by
IBS which is specific enough to determine conclusively when work beyond that leve l has occurred. This may be
described in appointment letters or other documentations. The supplementation amoun t paid is commensurate with the
IBS rate of pay and the amount of addi tional work performed. The salaries, as supplemented, fall within the salary
structure and pay ranges established by and documented in writing or otherwise applicable to the non-Federal entity.
Salary basis. Charges for work performed on Federa l awards by fac ul ty members during the academic year are allowable
at the IBS rate. Except as noted [below] , in no event wi ll charges to Federal awards, irrespective of the basis of
computation, exceed the proportionate share of the IBS for that period. This princip le app lies to al l members of fac ulty at
an institution. IBS is defined as the annua l compensation paid by an IHE for an individual 's appointment, whether that
individual 's time is spent on research, instmction, admin istration , or other activities. IBS excludes any income that an
individual earns outside of duties performed for the IHE. Unless there is prior approval by the Federal awardi ng agency,
charges of a fa culty member' s salary to a Federal award must not exceed the proportionate share of the IBS for the period
during which the fac ul ty member worked on the award.
Peri ods outside the academic year. Except as specified for teaching activity (see paragraph below), charges for work
performed by faculty members on Federal awards during periods not included in the base salary period will be at a rate
not in excess of the IBS. Charges for teaching activities performed by fac ulty mem bers on Federal awards during periods
not included in IBS period will be based on the normal written policy of the IHE governing compensation to facu lty
members for teaching assignments during such periods.
Salary rates for non-facu lty members. Non-faculty full-time professiona l personnel may also earn "extra service pay" in
accordance with the non-Federal entity's written policy and consistent with [2 CFR 200 allowable activities].
Based on 2 CFR 200, MSU empl oyees are ineligible to recei ve supplemental sa lary during their contracted period unless
intraIHE consulting is being performed. If the employee is participating in intra-IHE consulting, all three stated criteria
below mu t be met to receive supplemental salary. Therefore, it is MSU's regulation that supplemental sa lary is not an
allowable expenditure fo r principal investigators or co-principal in vestigators. In order for others to receive supplemental
salary from an externally sponsored agreement, the work performed must be:
- Across departmental lines, or invo lving a separate or remote operation;
- In addition to his/her regular responsibilities/normal workload; and
- Defined in the sponsored agreement, or approved in writing by the sponsoring agency.
According to PAc-29, MSU requires its facu lty to engage in teaching, research/ scholarship, and service. Pursuin g
external funding opportunities is expected, and in most circumstances , fac ulty and staff are not eligible for supplemental
salary. Only under exceptional circumstances will supplemental sa lary be an allowable cost during the academic year. If
exceptional circumstances exist, the additional work should not comprom ise the facu lty member' s ability to complete
his/her normal university workload. Additionally, the supplemental salary must be a funded line item on an externally
funded budget that has been explicitly requested from and approved by the funding agency.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 140.01
Title: Supplemental Salary for Faculty and Staff from Sponsored Programs
Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 07/01/2014

I.

Purpose: To establish guidelines and best practices for charging
supplemental salary to externally sponsored agreements and to ensure
compliance with all Federal regulations

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

X
UAR, specify
Title 2 Code of Federal Regulations (CFR) 200.430
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
Morehead State University (MSU) faculty and staff receiving
supplemental salary over and above their institutional base salary
(IBS) on any externally sponsored agreement.

(Description Attached)

Attach a description of the UAR.
Approved by:
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Date

UAR Number:
Title:
Originator:
Initial Adoption:

140.01
Supplemental Salary for Faculty and Staff from Sponsored Programs
Provost and Vice President for Academic Affairs
July 1, 2014

Purpose:

To establish guidelines and best practices for charging supplemental
salary to externally sponsored agreements and to ensure compliance
with all Federal regulations.

Procedural
References For:

Title 2 Code of Federal Regulations (CFR) 200.430

Scope:

Morehead State University (MSU) faculty and staff receiving
supplemental salary over and above their institutional base salary
(IBS) on any externally sponsored agreement.

Description:

The University is obligated to comply with all federal policies related
to the fiscal management of grants and contracts under guidelines
established by the Code of Federal Regulations (CFR), Title 2specifically Part 200-Cost Principles for Educational Institutions
(formerly 0MB Circular A-21). As required under 2 CFR 200,
compensation costs must be charged to externally funded projects in a
consistent manner, iITespective of funding source.

Definitions of terms:

Academic Year-The fall and spring semesters.
Administrative Supplement-Additional compensation paid from
internal university funds, including but not limited to, deans or
department chairs for administrative assignment.
Externally Sponsored Agreement-External funds provided to MSU
as a result of a funded grant or contract for services.
Extra Service Pay-A term used by the Federal government that is
synonymous with supplemental salary.
Facilities and Administrative Costs (F &A)-Verifiable indirect
costs related to externally funded projects that are not easily
attributable to individual projects. If salary is included in the F&A rate
negotiation proposal, the recipient is not eligible to receive
supplemental salary. These positions include, but are not limited to,
President, Provost, Vice Presidents, Associate/Assistant Vice
Presidents, Deans/ Associate Deans, Department Chairs, Human
Resources staff, Accounting and Financial Services staff, Procurement
Services staff, Research and Sponsored Programs staff, and clerical
staff.
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Institutional Base Salary (IBS)-The annual salary of the employee
as it appears in the employment contract.
Intra-Institution of Higher Education (IHE) Consulting-Serving
as a consultant or otherwise contributing to an externall y sponsored
agreement conducted by another faculty member of the same
institution. Intra-IHE consulting by facul ty is assumed to be
undertaken as an IHE obligation requiring no compensation in addition
to IBS.
Normal Workload-Includes instruction, research/scholarship, and
service. Tenured and tenure-track faculty are expected to be engaged
in scholarship (as defined in PAc- 11 ) and service consistent with the
normal workload expectations as defined in the
Department/School/College Faculty Evaluation Plan (FEP: PAc-35).
Overload-Negotiated financial compensation paid for a full or
equivalent course load for assistant professors, associate professors, or
professors, and more than 27 hours/year for instructors.
Principal Investigator (PI)/Project Director (PD) -An individual
who has primary responsibility fo r the design, execution, and
management of a research, training, or public service project and who
will be involved in the project in a significant manner.
Release Time/Course Reduction-When a faculty member is
permitted to have a reduced teaching load under their normal academic
year appointment. In other words, the person is "released" from part of
their teaching obligation while still being paid their regular full time
salary. This may be done to allow time for scholarship, research
activities and grant work.
Salary Buyout-A release from some duties in a stated job
description allowing the faculty or staff member to work on an
externally sponsored project. The corresponding percentage of the
person ' s appointment is charged directly to the grant account during
the term of the buyout. In effect, the grant " buys" the employee' s time
by paying for that portion of their salary so that the equivalent amount
of effort can be spent working on the proj ect.
Scholarship-As defined in PAc-11 , scholarship is the use,
application, or synthesis of existing knowledge and methodologies
with the aim of: ( l) establi shing new understanding and knowledge,
(2) developing new technologies, methodologies, or materials, (3)
creating or rendering artistic works, or (4) solving discipline-related
problems or general societal problems. Scholarship is one criterion by
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which faculty members are assessed for promotion and success in the
tenure track.

Stipend-Compensation paid to non-MSU employees for services
rendered.
Summer Salary- Compensation paid during the months faculty are
not under contract. The summer period is defined to be the period
outside the base salary period of the academic year appointment.
Summer salary is paid from externally funded programs and thus
originates from a different source than that generated by their regular
appointment. Faculty members on 9-, 10-, or 11-month contracts may
receive summer salary for periods during which their contracts are not
in effect. This externally funded summer salary will be calculated by
one of the followin g methods :
• A percentage of salary based on the IBS. For example, a 9-month
facu lty member is eligible to receive 33.33% (11.11 % per month)
of salary during the summer months; IO-month faculty 20% (10%
per month); and 11-month faculty 9.09% per month.
• Calculated on a daily basis using the faculty member' s daily rate,
based on the IB S.
Supp lemental Salary-Compensation paid from external funding
sources over and above the IBS for duties considered separate and
distinct from the employee ' s primary position duties as determined by
appointment letters, contracts, or other documentation and compliant
with 2 CFR 200.

Req uirements for
Supplemental Salary:

The IBS is the annual compensation the university pays for an
individual's appointment, whether that time is spent on
research/scholarship (as defined in PAc-11 ), teaching, or a
combination of these activities. IBS excludes:
• Any income that an individual may be permitted to earn outside of
the normal workload;
• Incidental or overload compensation paid for duties above and
beyond the duties expected for an individual;
• Intra-IHE consulting which may be provided for in an award ; and
any bonus or recognition payment made to an individual, which is
made without an effort commitment expectation.
Current compensation options for faculty and staff conducting
research, instruction/training, or public service on projects supported
by external funds at MSU include the following:
• Release time/course reduction
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•
•
•

Summer salary
Salary buyout
Supplemental salary

External funding compensation options are not to be confused with the
various mechanisms of payment existing at MSU for faculty and staff
and paid from internal sources. These are:
• Administrative supplement
• Overload
• Summer salary
In the case of supplemental salary, according to 2 CFR Part 200:

Certain conditions require special consideration and possible
limitations in determining allowable personnel compensation costs
under Federal awards. Among such conditions are the following:
Intra-Institution of Higher Education (!HE) consulting. lntra-lHE
consulting by faculty is assumed to be undertaken as an !HE
obligation requiring no compensation in addition to JBS However, in
unusual cases where consultation is across departmental lines or
involves a separate or remote operation, and the work performed by
the faculty member is in addition to his or her regular responsibilities,
any charges for such work representing additional compensation
above JBS are allowable provided that such consulting arrangements
are specifically provided for in the Federal award or approved in
writing by the Federal awarding agency.
Extra Service Pay normally represents overload compensation, subject
to institutional compensation policies for services above and beyond
JBS Where extra service pay is a result of lntra-lHE consulting, it is
subject to the same requirements of[the paragraph above]. It is
allowable if all of the following conditions are met:
The non-Federal entity establishes consistent written policies
which apply uniformly to all faculty members, not just those
working on Federal awards. The non-Federal entity establishes a
consistent written definition of work covered by JBS which is
specific enough to determine conclusively when work beyond that
level has occurred. This may be described in appointment letters
or other documentations. The supplementation amount paid is
commensurate with the JBS rate ofpay and the amount of
additional work performed. The salaries, as supplemented, fall
within the salary structure and pay ranges established by and
documented in writing or otherwise applicable to the non-Federal
entity.
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Salary basis. Charges for work performed on Federal awards by
faculty members during the academic year are allowable at the
JBS rate. Except as noted [below] , in no event will charges to
Federal awards, irrespective of the basis of computation, exceed
the proportionate share of the JBS for that period. This principle
applies to all members offaculty at an institution. JBS is defined
as the annual compensation paid by an !HE for an individual 's
appointment, whether that individual 's time is spent on research,
instruction, administration, or other activities. JBS excludes any
income that an individual earns outside of duties performed for
the !HE. Unless there is prior approval by the Federal awarding
agency, charges of a faculty member 's salary to a Federal award
must not exceed the proportionate share of the JBS for the p eriod
during which the facu lty member worked on the award.
Periods outside the academic year.
Except as specified/or teaching activity (see paragraph below),
charges for work performed by fac ulty members on Federal
awards during p eriods not included in the base salary period will
be at a rate not in excess of the JBS Charges fo r teaching
activities performed by faculty members on Federal awards
during periods not included in JBS p eriod will be based on the
normal written policy of the !HE governing compensation to
faculty members for teaching assignments during such periods.
Salary rates for non-faculty members. Non-faculty full-time
professional personnel may also earn "extra service pay " in
accordance with the non-Federal entity's written policy and
consistent with [2 CFR 200 allowable activities].
Based on 2 CFR 200, MSU employees are ineligible to receive
supplemental salary during their contracted period unless intraIHE consulting is being performed. If the employee is
participating in intra-IHE consulting, all three stated criteria below
must be met to receive supplemental salary. Therefore, it is
MSU ' s regulation that supplemental salary is not an allowable
expenditure for principal investigators or co-principal
investigators . In order for others to receive supplemental salary
from an externally sponsored agreement, the work performed
must be:
• Across departmental lines, or involving a separate or remote
operation;
• In addition to his/her regular responsibilities/normal workload; and
• Defined in the sponsored agreement, or approved in writing by the
sponsoring agency.
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According to PAc-29, MSU requires its faculty to engage in
teaching, research/scholarship, and service. Pursuing external
funding opportunities is expected, and in most circumstances,
faculty and staff are not eligible for supplemental salary. Only
under exceptional circumstances will supplemental salary be an
allowable cost during the academic year. If exceptional
circumstances exist, the additional work should not compromise
the faculty member' s abi lity to complete his/her normal university
workload. Additionally, the supplemental salary must be a funded
line item on an externally funded budget that has been explicitly
requested from and approved by the funding agency.
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UAR NUMBER:
TITLE:

141.02

Interactive Video C lassroom Management

ORIGINATOR(S):
Office oflnfonnation Technology

INITIAL ADOPTION: 7/ 1/2008
REVISION DATE(S): 9/10/20 14; 07/20/20 18
AUDIENCE: (SELECT All THAT APPLY)
✓ FACULTY
✓ STAFF
STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To define the processes and responsibility for support for the campus Interactive Television (ITV) resources used in the
delivery of distance learning classes.

SCOPE:
All MSU faculty and staff.

DESCRIPTION (INCLUDE DEFINITIONS):
This UAR detai ls how the responsibility for providing support for the campus Interactive Television (ITV)
classroom schedu ling, class facilitation, and maintenance of the physical network is shared among the Office of
Information Technology, Distance Education and Instructional Design (DEID) , and staff at the regional campus sites. It
outlines what funding will be provided for on-campus and regional campuses to hire faci litator suppott for qua lifying
ITV courses at each site.
RES PO SIBILITY: Maintenance, installation, and repair of the interactive video network are the responsibility of the
Office of Information Technology. DEID is responsible for the administration and scheduling ofITV classrooms and the
funding ofITV faci litation. DEID will provide training opportunities for all facilitators and faculty in the use of ITV
equipment. Each regional campus is responsible for the hiring, supervision, and payroll of facilitators at the regional
campus locations.
GUIDELINES: Funding for one lead facilitator position will be allocated at each regional campus. This individual may
work up to a maximum of25 hours per week and will be paid no more than seventy-five cents above minimum wage.
Time spent by the lead facilitator assisting the regional campus director with ITV facilitator scheduling and coordination
should be noted on timecards separately from facilitation hours. The lead facilitator is expected to cover the first 20 hours
of facilitation per week. Exceptions to this guideline must be documented with the Director of Distance Education and
Instructional Design prior to the start of a semester.
Additional facilitators may be hired at minimum wage at each regional center for coverage ofITV classes as necessitated
by the established clas schedule. Sharing of facilitators between classrooms will be enforced to maximize hiring dollars.
Facilitators are to be avai lable 15 minutes prior to the start of class and 15 minutes after the end of class to provide
services to faculty and students .
At each regional campus, all hiring paperwork, supervision, and payroll are the responsibility of the Regiona l Campus
Director or assigned regional campus staff. On-campus facilitator hiring, supervision, and payroll are the responsibi lity of
Distance Education and Instructiona l Design staff.
Funds will be transferred from DEID to the Temporary ITV Facilitator wages account for each regional campus to cover
the cost of facilitators using the fo llowing guideli nes :
A class must have a minimum of 3 undergraduate students (or 2 graduate students) enrolled at a single site for that site to
qualify for facilitator funding . In special cases where a student needs a class to graduate or program obligations must be
met, a facilitator may be assigned to a class with less than the minimum number ofrequired students. These c lasses will
be decided on a case by case basis and require the approval of the Director of Distance Education and Instructional
Design.
An initial budget transfer will be initiated at the sta1t of the fiscal year to enab le processing of facilitator P ARs. This
transfer will be based on an established course schedule and wi ll include provisions for sharing facilitators between
classes as scheduling permits. Funding will be all ocated for a sing le facilitator when multip le classes are offered
simultaneously in the same regional center faci lity .
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DESCRIPTION (CONTINUED ):
A running budget balance will be maintained by DEID. As necessary, subsequent budget transfers will be processed
during the fiscal year for additional wages based on the total number of hours of facilitation needed at each site during the
year. Expenses incurred for facilitation services outside of the above guidelines will be the responsibility of the regional
campus center unless exceptions are presented to and approved by the DEID prior to the expense being incurred .
Funds allocated to hire facilitators but not used will remain in the Temporary ITV Facilitator wages account and returned
to fund balance at the end of the fiscal period. Funds allocated to hire facilitators may not be used to hire staff or students
for duties other than ITV facilitation .
POINT OF CONT ACT: Distance Education and Instructional Design is the primary point of contact for all ITV issues.
Faculty and students will call the Information Technology ITV support desk for assistance with ITV technical issues.
Distance Education and Instrnctional Design staff will notify the designated regional campus employee about class
cancellation, changes in schedules or special requests by faculty. Complaints will be investigated by the Director of
Distance Education and Instrnctional Design, and the Regional Campus Director/staff for resolution

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 141.01
Title: Interactive Video Classroom Management

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 07/01/2008
Revision Dates: 9/10/14

I.

Purpose:

II.

Procedural Reference for:

To define the processes and responsibility for support for the
campus Interactive Television (ITV) resources used in the delivery
of distance learning classes .

_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X
UAR, specify Revision of UAR 402.02
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
University faculty and staff

Attach a description of the UAR.

(Description Attached)
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UAR NUMBER:
TITLE:
ORIGINATOR:
INITIAL ADOPTION:
REVISION DATES :
PURPOSE:

PROCEDURAL
REFERENCES:
SCOPE (Who is
covered
by this UAR?):

141.01
Interactive Video Classroom Management
Office of Information Technology
July 1, 2008
9/10/2104- AVPAA Programs
To define the processes and responsibility for support f the
campus Interactive Television (ITV) resources used in the
delivery of distance learning classes.

All MSU faculty and staff.
DESCRIPTION: This UAR details how the responsibility for
providing support for the campus Interactive Television (ITV)
classroom scheduling , class facilitation , and maintenance of
the physical network is shared among the Office of
Information Technology, Distance Education and
Instructional Design (DEID), and staff at the regional campus
sites. It outlines what funding will be provided for on-campus
and regional campuses to hire facilitator support for
qualifying ITV courses at each site.
RESPONSIBILITY: Maintenance, installation , and repair of
the interactive video network are the responsibility of the
Office of Information Technology. DEID is responsible for
the administration and scheduling of ITV classrooms and the
funding of ITV facilitation. DEID will provide training
opportunities for all facilitators and faculty in the use of ITV
equipment. Each regional campus is responsible for the
hiring , supervision , and payroll of facilitators at the regional
campus locations.
PURPOSE: To define the process to be followed for
providing technical support for ITV courses.
GUIDELINES:
Funding for one lead facilitator position will be allocated at
each regional campus . This individual may work up to a
maximum of 25 hours per week and will be paid no more
than seventy-five cents above min imum wage . Time spent
by the lead facilitator assisting the regional campus director
with ITV facilitator scheduling and coordination should be
noted on timecards separately from facilitation hours. The
lead facilitator is expected to cover the first 20 hours of

facilitation per week. Exceptions to this guideline must be
documented with the Director of Distance Education and
Instructional Design prior to the start of a semester.
Additional facilitators may be hired at minimum wage at each
regional center for coverage of ITV classes as necessitated
by the established class schedule. Sharing of facilitators
between classrooms will be enforced to maximize hiring
dollars. Facilitators are to be available 15 minutes prior to
the start of class and 15 minutes after the end of class to
provide services to faculty and students .
At each regional campus, all hiring paperwork , supervision ,
and payroll are the responsibility of the Regional Campus
Director or assigned regional campus staff. On-campus
facilitator hiring, supervision , and payroll are the
responsibility of Distance Education and Instructional Design
staff.
Funds will be transferred from DEID to the Temporary ITV
Facilitator wages account for each regional campus to cover
the cost of facilitators using the following guidelines:
A class must have a minimum of 3 undergraduate
students (or 2 graduate students) enrolled at a single
site for that site to qualify for facilitator funding . In
special cases where a student needs a class to
graduate or program obligations must be met, a
facilitator may be assigned to a class with less than
the minimum number of required students . These
classes will be decided on a case by case basis and
require the approval of the Director of Distance
Education and Instructional Design.
An initial budget transfer will be initiated at the start of
the fiscal year to enable processing of facilitator
PARs . This transfer will be based on an established
course schedule and will include provisions for
sharing facilitators between classes as scheduling
permits . Funding will be allocated for a single
facilitator when multiple classes are offered
simultaneously in the same regional center facility.
A running budget balance will be maintained by DEID.
As necessary, subsequent budget transfers will be
processed during the fiscal year for additional wages

based on the total number of hours of facilitation
needed at each site during the year.
Expenses incurred for facilitation services outside of
the above guidelines will be the responsibility of the
regional campus center unless exceptions are
presented to and approved by the DEID prior to the
expense being incurred .
Funds allocated to hire facilitators but not used will
remain in the Temporary ITV Facilitator wages
account and returned to fund balance at the end of
the fiscal period . Funds allocated to hire facilitators
may not be used to hire staff or students for duties
other than ITV facilitation .
POINT OF CONTACT: Distance Education and Instructional
Design is the primary point of contact for all ITV issues.
Faculty and students will call the Information Technology ITV
support desk for assistance with ITV technical issues.
Distance Education and Instructional Design staff will notify
the designated regional campus employee about class
cancellation , changes in schedules or special requests by
faculty. Complaints will be investigated by the Director of
Distance Education and Instructional Design , and the
Regional Campus Director/staff for resolution

.r

UAR NUMBER: 142.0 I
TITLE: Facilities and Administrative (F&A) Cost Recovery Distribution
ORIGINATOR(S):
Associate Vice President for Research, Chief Financial Officer

INITIAL ADOPTION: l 0/3 0/2018
REVISION DATE(S):
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
✓ STAFF
STU DENTS

VENDORS

✓

OTH ER (SP ECI FY): External funding agencies

PURPOSE:
To provide a method for distribution of F&A cost recovery funds generated from externally-funded grants and contracts.
The sharing of recovered funds provides an incentive to promote, encourage, and facilitate the development of new
proposals, scholarly activities, and program enhancements that may not be sufficiently supported in the University's
current operating budget, e.g., basic and app lied research and creative activity, regional outreach, student research
support, research lecture series, adjunct temporary faculty instructional support, equipment, etc.

SCOPE:
Principle Investigator (PI) or Program Director (PD) of externally-funded grant or contract that generated F&A cost
recovery; Department, Center, or Office of PVPD ; Academic College or Administrative Unit of PVPD ; Office of
Research and Sponsored Programs; and Camden-CaIToll Library

DESCRIPTION (INCLUDE DEFINITIONS):
DISTRIBUTION FORMULA:
All F&A cost recovery funds earned from externally-funded grants and contracts during a fiscal year will be distributed
annually through the Office of Research and Sponsored Programs. The Chief Financial Officer will determine the total
F&A annual distribution amount and will notify the Office of Research and Sponsored Programs.
1. Any F&A related recurring costs from the F&A earned will not be a part of the annual distribution ofF&A cost
recovery funds. Recurring fixed costs will be deducted from the total F&A earned. The remaining balance will be
distributed as follows :
a. University General Fund ........ ........... ...... .. .. ... .. .. ....... .45%
b. Academic Department/Center/Office .... ...... .. .. .... .. ... .30%
c. Principal Investigator/Program Director.. ....... .......... . I 0%
d. Academic College/Administrative Unit .. ....... ... ......... 5%
e. Office of Research and Sponsored Programs ... ........... 5%
f. Camden-Carroll Library .. .. ..................... ....... ............... 5%
100%
2. When Co-Principal Investigators/Co-Project Directors come from two or more departments/centers/offices, the F&A
cost recovery funds will be divided equally between the participating departments/centers/offices.
3. The initial distribution ofF&A cost recovery funds for Pis/PDs will be allocated to one central budget. Upon approval ,
funds for an individual PI/PD will be transferred to the appropriate account for expenditure.
4. Overexpenditures rarely occur. In the event of an overexpenditure, college/administrative unit and
department/center/office F&A cost recovery fund s must be used to reimburse the University for overages on a grant or
contract budget.

EXPENDITURE GUIDELINES:
1. All expenditures must be made in accordance with current University regulations.
2. The administrative unit head, e.g., Dean, Depattment Chair, or Director, may choose to support the PI/PD with
additional funds over and above that allocated initially to the Pl/PD if in their judgment allocation of additional support is
in accord with strategic unit initiatives.
3. Funds cannot be used for recurring costs.
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DESCRIPTION (CONTINUED):
4. Approved usages ofF&A cost recovery funds distributed to Pls/PDs include:
-

Equipment, materials, supplies, technology used directly for scholarly research/creative activity or grant development
Travel directly related to scholarly research/creative activity or grant development
University-approved stipend or support for student workers or graduate assistants (if sufficient funds are generated)
Release time for a course during the life of the grant (if sufficient funds are generated)
Memberships in professional societies or associations directly associated with the focus of the grant
Cost share for a future grant

5. Prohibited usages of F&A cost recovery funds distributed to Pls/PDs include:
-

Sponsorships
Food (except approved travel reimbursement)
Professional liability dues or fees
Faculty or staff salaries, stipends, or other financial compensation

SUMMARY:
It is understood that not all externally-funded grants or contracts generate F&A cost recovery funds . F&A costs are
identified as a separate line item in proposal budgets, and funds are earned as expenditures are reimbursed by the external
funding source. F&A cost recovery funds earned from a project during a University fiscal year will be distributed
according to the F&A cost recovery distribution formula no later than January l of the next fiscal year. In essence, F&A
cost recovery funds earned during one fiscal year will appear as a budget allocation in the appropriate expenditure
account the following fiscal year.
The Office of Research and Sponsored Programs staff will review this regulation annually for comp liance with
University and external funding source policies and procedures.

---MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 142.01
Title: Awarding Posthumous Degrees

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 9/8/2015
Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To recognize and acknowledge the achievement of
deceased students who have made considerable progress
toward the completion of a degree

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption:
Purpose:

142.01
Awarding Posthumous Degrees
Provost and Vice President for Academic Affairs
To recognize and acknowledge the achievement of deceased
students who have made considerable progress toward the
completion of a degree

Procedural
References:
Scope:
Description:

Policy:

The University may confer posthumous degrees in recognition
of completed work that represents substantial progress
toward degree completion.
1. At the time of death the student should have completed the
majority of the degree requirements and be currently
enrolled .
a. A student may be considered for a posthumous
degree if, at the time of death, he or she was in good
academic standing, according to UAR 123.01, and had
completed a substantial portion (85%} of the degree
requirements.
b. In extraordinary instances, such as when the
student's death occurred during or as a result of
participation in a University sponsored activity, some
flexibility with regard to progress toward degree may
be exercised .
2. The department should follow the approval process for
candidacy for a posthumous degree.
a. The student's chair of his/her major initiates the
request for the award of a posthumous degree and
forwards it to the dean of the college.
b. If the dean supports the request, s/he should then
forward a written request to the Associate Provost of
Academic Affairs/ Academic Programs. Any
information about the student's activities or

achievements while attending MSU should be
included in the request.
c. The Provost will review the request and will render
the final disposition.
d. In the event it is determined that a student did not
meet the requirements for awarding of a
posthumous degree, a posthumous certificate
recognizing the student's progress toward the
attainment of a degree shall be awarded . The
certificate will be signed by the provost and
president.
3. The student' s closest living relative will be notified of the
decision and given proper instructions for student
recognition.
a. Upon final approval by the Provost, the Office of
Academic Programs will notify the student's dean.
b. The student's college will contact the family to have
them identify an appropriate person to receive the
diploma when the student is recognized at the
appropriate time in the commencement ceremony.
c. The student's college will contact the registrar with
appropriate details regarding the family
representative to receive the diploma .
d. Names of all recipients of posthumous degrees will
be listed, along with degree, major and an
appropriate annotation, in the commencement
program.
e. If a student receives a posthumous certificate, it will
be mailed to the closest relative.
f . A transcript will not be given .
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UAR NUMBER:

143.01

TITLE: Program Length, Curriculum Guidelines and Approval Process
ORIGINATOR($):
Associate Provost for Undergraduate Education & Student Success

INITIAL ADOPTION: 4/ 14/20
REVISION DATE(S):
AUDIENCE: (SELECT ALL THAT APPLY)
✓

FACULTY

STAFF

STUDENTS

VENDORS

PURPOSE:
'o establish curricular standards and approval processes.

SCOPE:
All undergraduate and graduate academic programs in all departments

OTHER (SPECIFY):

'

•

l

DESCRIPTION (INCLUDE DEFINITIONS):
Morehead State University ensures that all undergraduate and graduate curriculum, including all related courses and
documents, adheres to the standards of the Southern Association of Colleges and Schools Commission on Colleges
(SACSCOC). In addition, the institution complies with the academic programs policy statements of the Kentucky
Council on Postsecondary Education and academic regulations of the Commonwealth of Kentucky.
Curriculum Length and Standards for Academic Programs
Credit Hour Requirements by Level of Academic Programs
KRS 164.2951 encourages public postsecondary institutions in Kentucky to limit the credit-hour requirements to 60
credit hours for associate of science or associate of arts degree programs, and to 120 credit hours for bachelor degree
programs, except in situations where the quality and content of the program would be negatively impacted or
discipline-specific accreditation standards cannot otherwise be met. University programs that propose longer lengths
must offer compelling rationale for doing so, such as requirements of an accrediting body or certification authority,
during the curriculum planning and approval process .
Program length - The credit hour requirements for each degree level are:
• All associate's degrees require a minimum of 60 credit hours
• All bachelor's degrees require a minimum of 120 credit hours
o Within the 120 hour requirement, all bachelor's degrees, except for the Bachelor of University Studies (BUS), require
students to complete either a program of study known as an Area (48-hour minimum) or the combination of a Major of at
least 30 hours and a Minor of at least 21 hours. General education requirements also must be completed, as well as free
electives (as necessary to earn up to 120 hours). Forty-two of the hours required for the bachelor's degree must be
completed at the upper-division level.
o BUS candidates must complete the minimum general education requirements as well as a minimum of 120 hours.
Forty-two of the hours required for the bachelor's degree must be completed at the upper-division level.
• All master's degrees require a minimum of 30 graduate credit hours
• Education specialist degrees require a minimum of 60 grad uate credit hours
• Doctoral degrees in education require a minimum of 60 graduate credit hours beyond the master' s degree.
Program length is monitored through institutional curriculum committees and the Office of Undergraduate Education &
Student Success or the Graduate School, respectively, with additional oversight by the Kentucky Council on
Postsecondary Education. Annual undergraduate and graduate catalogs document program length.
Second degree hour requirements and conditions

Students earning a second associate's degree must complete at least 15 approved new hours from Morehead State
University (MSU), including one semester of coursework preceding graduation, with at least 9 of the 15 hours earned in
courses in a different associate degree program than the first degree. In addjtion, the student must earn a minimum 2.0
grade point average for all coursework presented to complete the first and second associate degrees, in all coursework
completed at Morehead State university.

APPROVED BY:

VICE PRESIDENT:

PRESIDENT: _ _ __ _ _ _ _ __ _ __ _ _ _ __ _ _ __ _ _ _ DATE: _ __ _ __

,..

. .

,,,..

DESCRIPTION (CONTINUED):
Students who wish to receive two bachelor's degrees simultaneously must satisfactorily complete the regularly prescribed
·equirements of both degree programs, and a minimum of30 new credit hours in residence for the second degree must be
.:ompleted. For example, if the first degree requires 120 credit hours, a total of 150 hours must be completed. In this
way, excessive double counting of credits is avoided and the integrity of each degree is maintained. No more than two
bachelor's degrees may be awarded simultaneously.
For students completing a second bachelor's degree (i .e. , not simultaneously), at least 30 credit hours must be earned
from Morehead State University, with the last 15 hours preceding graduation earned from MSU as well. In addition, at
least 50% of the hours required for the major or area for baccalaureate students must be credit earned from MSU. The
student must earn a minimum of 2.0 grade point average for all coursework presented to complete the second degree,
including all coursework in the major/area and minor, and in all coursework at Morehead State University. In
extenuating circumstances, students may appeal the requirement of the last 15 hours (or last semester of coursework)
preceding graduation being completed at Morehead State University by submitting the Last 15 Hour Waiver Request
Form to the Registrar for consideration.
To complete a second master' s degree, a student must meet Graduate School admission and candidacy requirements as
well as departmental candidacy requirements, and must complete a minimum of 15 semester hours of University
residence credit in approved courses (although additional courses may be necessary to meet degree requirements). In
addition, the student must meet all departmental exit criteria. It should be noted that:

1) graduate students may transfer no more than 9 hours from a regionally accredited institution toward a master's or
education specialist degree, or no more than 18 post-master's hours from a regionally accredited institution toward the
Doctor of Education degree.
2) for any graduate degree or non-degree certification, at least 50% of coursework required within a graduate program
must be earned through instruction at Morehead State University.
--=:urricular Requirements
In order to demonstrate coherence, academic programs offered at Morehead State University must:
1) represent a field of study appropriate to higher education as indicated by the United States Department of Education
Classification oflnstructional Programs (CIP) taxonomy for postsecondary disciplines
2) be compatible with the stated mission and goals of the institution
3) emphasize both breadth and depth of student learning
4) be designed with a sequences of courses that
a. fosters the development of stated program competencies (see UAR I 09),
b. increases knowledge integration, and
c. develops skills of analysis and inquiry.
Additionally, graduate programs and courses also must:
1) be progressively more advanced in academic content,
2) support independent research and professional practice to a greater extent than undergraduate programs and courses
in the same field , and
3) demand greater rigor and higher-order learning than their undergraduate counterpa1is .

DESCRIPTION (CONTINUED):
Curriculum design of an academic program should include a minimum of 50% of the program's credit hours that are
common to all students in the program. In other words, students enrolled in a program (or CIP code), regardless of track,
must share a common core of coursework equaling at least 50% of the overall program's hours. Programs may allow
student choice in the selection of courses beyond the core, in the form of other program requirements, program electives,
or in groups of track-related courses, in order to allow students flexibility in preparation for post-graduation goals or
interest.

In order to demonstrate program coherence, academic programs align course learning objectives to overall program
competencies and illustrate how competencies are introduced, reinforced, and mastered through appropriate course
sequencing across the curriculum. Documentation of course to competency alignment and knowledge/skill scaffolding
through course sequencing will be maintained by the Office of Undergraduate Education & Student Success for
undergraduate programs and the Graduate School for graduate programs.
Curriculum Development and Approval Process for Academic Programs
The curriculum for each program is designed by faculty and approved through a multi-layer faculty governance process
to ensure that it meets the institution's high standards for quality. Administrative oversight for the curriculum review and
approval process is provided by the Associate Provost for Undergraduate Education & Student Success in the case of
undergraduate curriculum, and by the Associate Provost for Research and Dean of the Graduate School in the case of
graduate curriculum.
Courses and programs (or changes thereto) are initiated by faculty. The faculty submits the course/program proposal to
be reviewed/approved by various curriculum committees and in the following order:
1) Department/School (i.e., a departmental/school undergraduate or graduate curriculum committee as appropriate, and if
approved, the Chair/ Associate Dean);
2) College (i .e., a college-level undergraduate or graduate cuniculum committee as appropriate, and if approved, the
Dean);
3) Teacher Education Council (only if related to teacher preparation) ;
4) A university curriculum committee (i .e., Undergraduate Curriculum Committee in the case of undergraduate programs,
or the Graduate Committee in the case of graduate programs); and
5) The Provost, who maintains ultimate responsibility for academic affairs at the institution.
When the faculty considers adding new programs or closing programs, additional review is conducted by the President,
the Board of Regents, Kentucky Counci l on Postsecondary Education, the Education Professional Standards Board (in
cases in which the program is related to teacher preparation), and SACSCOC.
The curriculum cycle runs January to December each year. After approval, new cuniculum information (including
information about new curriculum or curriculum changes, or revised catalog language) appears in the next academic
catalog published after the end of the curriculum cycle. Similarly, programs or courses that are deleted through the above
process will be removed from the next catalog published after the end of the curriculum cycle.
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University students except for those employees who perform services for the University
primarily as a means of earning a livelihood and also take a course(s) of study.
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Originator:

300.04
STUDENT EMPLOYMENT

Initial Adoption:

Vice President for Administration and Fiscal Services
09/17/91

Revision Dates:

09/10/1993, 6/1/2009

Purpose:

To limit the employment of enrolled University students, except Graduate
Assistants, to the student payroll system ; To prohibit the payment of any
student employees with both federal and institutional funds for the same
period; To limit the employment of Graduate Assistants to the semi-weekly
payroll system.

Procedural
References :

BOR - Bylaws, Article Ill A3(a)

Scope {Who Is
Covered By This
UAR?):

This regulation applies to all Morehead State University students except for
those employees who perform services for the University primarily as a
means of earning a livelihood and also take a course(s) of study .

Description:

RESPONSIBILITY: The Office of Enrollment Services shall be responsible for

managing and monitoring employment of University students paid through
the student payroll system . The Office of Human Resources shall be
responsible for managing and monitoring employment of Graduate
Assistants and non-enrolled students paid through the regular semimonthly payroll system .
PURPOSE: To limit the employment of enrolled University students, except
Graduate Assistants, to the student payroll system. To prohibit the payment
of any student employees with both federal and institutional funds for the
same period. To prohibit the employment of any student on both the
regular and student payroll systems for the same period . To limit the
employment of Graduate Assistants to the semi -monthly payroll system .
APPLICABILITY: This regulation applies to all Morehead State University

students except for those employees who perform services for the
University primarily as a means of earning a livelihood and also take a
course(s) of study. It can be generally assumed that a full -time University
employee is primarily earning his/her livelihood, even if he/she is also
enrolled as a full -time student.
Student Payroll System (Student Employees) Employment of University

students on the student semi-monthly payroll system may be made for an
academic year and may be renewable providing the total hours worked, in
any capacity for the University, does not exceed 1,199 hours over a twelve
(12) month period .
Student employees who are being paid with federal funds may work only
the hours determined by the Office of Enrollment Services.

Student employees who are being paid with institutional funds (allotments)
may work the hours determined by the Office of Enrollment Services in the
original award. Institutional student employees may have their hours
increased through the reimbursable process; however, the total hours
worked cannot exceed 1,199 hours over a twelve (12) month period.
Currently enrolled students may not work more than 20 hours per week. No
student employee may be paid with both Federal and Institutional funds for
the same period .
Regular Semi -Monthly Payroll System Non-enrolled students may be
employed on the regular semi-monthly payroll system providing the total
hours worked, in any capacity for the University, does not exceed 1,199
hours over a twelve (12) month period .
No student may be employed on both the regular and student payroll
systems for the same period .
Graduate Assistants are limited to employment through the regular semimonthly payroll system. Employment of Graduate Assistants may be made
for an academic year and may be renewable . Generally, the total hours
worked, in any capacity for the University, should not exceed 1,199 hours
over a twelve (12) month period. In the event, however, that a Graduate
Assistant's total hours worked exceeds 1,199 hours, the hiring unit and the
Graduate Assistant will be responsible for the Kentucky Retirement System
contributions .
PROCESS: It shall be the responsibility of the hiring unit supervisor to ensure
that the employment of any student is in accordance with this regulation.
Students who are employed on the student payroll system using
departmental or unit funds (reimbursable student employees) shall have
their employment coordinated through the Office of Enrollment Services
and the Office of Budgets (non-restricted accounts) and Accounting and
Budgetary Control (restricted accounts) using a Institutional Request Form.

Any questions pertaining to student errployment through the student
payroll system should be directed to the Office of Enrollment Services. Any
requests for exceptions must be approved by both the Office of Enrollment
Services & the Office of Human Resources . Any questions pertaining to
employment of Graduate Assistants and non-enrolled students through the
semi -monthly payroll system should be directed to the Office of Human
Resources .
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

300.03

Title:

STUDENT EMPLOYMENT

Originator:

Mr. Porter Dailey
Vice President for Administration and Fiscal Services

Initial Adoption:

9/17/91

Revision Dates:

9/10/93

I.

II.

Purpose:

To limit the employment of enrolled Univeristy students, except
Graduate Assistants, to the student payroll system; To prohibit the
payment of any work-study student with both federal and institutional
funds for the same period; To limit the employment of Graduate
Assistants to the bi-weekly payroll system.

Procedural Reference for:

=

specify s-p-e-ci_fy_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
- - KRS,
CHE policy,
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
This regulation applies to all Morehead State University students except for
those employees who perform services for the University primarily as a means
of earning a livelihood and also take a course(s) of study.

Attach a description of the UAR.
Approved by:

~ G~;g~rM,ident

q_ IO-C,3
Date

UAR Distribution List
The following shall receive a copy of the UAR#

300.0 3

Titled STUDENT EMPLOYMENT

Date:

---------X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for student Life and Dean of stude~ts

X

Vice President for University Advancement

X
X

Academic Deans
Faculty Senate
Staff Congress
student Government Association

X
X

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and
duplicates in the Library.

rAppropriate VP is responsible for distribution to those people in his/her
division.

students may have their hours increased through the
reimbursable process; however, the total hours worked cannot
exceed 1,199 hours over a twelve (12) month period.
No work-study student may be paid with both Federal and
Institutional funds for the same period.
Regular Bi-Weekly Payroll System
Non-enrolled students may be employed on the regular biweekly payroll system providing the total hours worked, in any
capacity for the University, does not exceed 1,199 hours over a
twelve (12) month period.
No student may be employed on both the regular and student
payroll systems for the same period.
Graduate Assistants are limited to employment through the
regular by-weekly payroll system. Employment of Graduate
Assistants may be made for an academic year and may be
renewable. Generally, the total hours worked, in any capacity
for the University, should not exceed 1,199 hours over a twelve
(12) month period. In the event, however, that a Graduate
Assistant's total hours worked exceeds 1,199 hours, the hiring
unit and the Graduate Assistant will be responsible for
Kentucky Retirement System contributions.
Process:

•

It shall be the responsibility of the hiring unit supervisor to
ensure that the employment of any student is in accordance
with this regulation. Students who are employed on the student
payroll system using departmental or unit funds (reimbursable
work-study students) shall have their employment coordinated
through the Office of Financial Aid and the Office of Budgets
and Management Information usmg a Reimbursable
Institutional Work-Study Form.
Any questions pertaining to student employment through the
student payroll system should be directed to the Office of
Financial Aid. Any requests for exeptions must be approved by
both the Office of Financial Aid & the Office of Human
Resources.
Any questions pertaining to employment of
Graduate Assistants and non-enrolled students through the biweekly payroll system should be directed to the Office of
Human Resources.

UAR 300.03 supersedes UAR 300 . 02

Morehead State University
Administrative Regulation

Title:

STUDENT EMPLOYMENT

Responsibility:

The Office of Financial Aid shall be responsible for managing
and monitoring employment of University students paid through
the student payroll system. The Office of Human Resources
shall be responsible for managing and monitoring employment
of Graduate Assistants and non-enrolled students paid through
the regular bi-weekly payroll syste1p..

Purpose:

To limit the employment of enrolled University students, except
Graduate Assistants, to the student payroll system. To prohibit
the payment of any work-study student with both federal and
institutional funds for the same period. To prohibit the
employment of any student on both the regular and student
payroll systems for the same period. To limit the employment
of Graduate Assistants to the bi-weekly payroll system.

Applicability:

This regulation applies to all Morehead State University
students except for those employees who perform services for
the Univeristy primarily as a means of earning a livelihood and
also take a course(s) of study. It can be generally assumed that
a full-time University employee is primarily earning his/her
livelihood, even if he/she is also enrolled as a full-time student.
Student Payroll System (Work-Study Students)
Employment of University students on the student bi-weekly
payroll system may be made for an academic year and may be
renewable providing the total hours worked, in any capacity for
the University, does not exceed 1,199 hours over a twelve (12)
month period.
Work-study students who are being paid with federal funds may
work only the hours determined by the Office of Financial Aid.
Work-study students who are being paid with institutional funds
(allotments) may work the hours determined by the Office of
Financial Aid in the original award. Institutional work-study

Number:

300.0 2

Title:

STUDENT EMPLOYMENT

Originator:

Mr. Porter Dailey
Vice President for Administration and Fiscal Services

Initial Adoption: 9/17 /91
Revision Dates: 8/20/92

To limit the employment of l nlfgij§g University students, except
Graduate Assistants, to the studenfpayroll system; To prohibit the
payment of any work-study student with both federal and institutional
funds for the same period; To limit the employment of Graduate
Assistants to the bi-weekly payroll system.

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS,specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify - - - - - - - - - - - - - - - - - - -BOR policy, specify Bylaws, Article Ill A3(a)
----------- - UAR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify
--

111.

---------------------

Scope (Who is covered by this UAR?):
This regulation applies to all Morehead State University students except for
those employees who perform services for the University primarily as a
means of earning a livelihood and also take a course(s) of study.

Attach a description of the UAR.

300. o1

Number:
Title:

STUDENT EMPLOYMENT

Originator:

Mr. Porter Dailey
Vice President for Administration and Fiscal Services

Initial Adoption:

9-17-91

Revision Dates:

Purpose:

II.

Procedural Reference for:
_
__
__
__
__

Ill.

To limit the employment of University students, except Graduate
Assistants, to the student payroll system; To prohibit the payment
of any work-study student with both federal and institutional funds
for the same period; To limit the employment of Graduate
Assistants to the bi-weekly payroll system.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify =B..,yl=aw.:..:..s=•...:.A..a.:..rt=ic=le"""""""'l l...:.A..a.:3....(a=)_ _ _ _ _ _ _ _ _ __
UAR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
This regulation applies to all Morehead State University students except
for those employees who perform services for the University primarily as
a means of earning a livelihood and also take a course(s) of study.

Attach a description of the UAR.
Approved by:

(}~a.Jc

C. Nelson Grote, President

Date

UAR 300.01

Morehead State University
Administrative Regulation

Title:

STUDENT EMPLOYMENT

Responsibility:

The Office of Financial Aid shall be responsible for managing and
monitoring employment of University students paid through the
student payroll system. The Office of Personnel Services shall be
responsible for managing and monitoring employment of Graduate
Assistants paid through the regular bi-weekly payroll system.

Purpose:

To limit the employment of University students, except Graduate
Assistants, to the student payroll system. In addition, to prohibit
the payment of any work-study student with both federal and
institutional funds for the same period. Further, to limit the
employment of Graduate Assistants to the bi-weekly payroll
system.

Applicability:

This regulation applies to all Morehead State University students
except for those employees who perform services for the
University primarily as a means of earning a livelihood and also
take a course(s) of study. It can be generally assumed that a fulltime University employee is primarily earning his livelihood, even if
he is also enrolled as a full-time student.
Student Payroll System (Work-Study Students)
Employment of University students on the student bi-weekly
payroll system may be made for an academic year and may be
renewable providing the total hours worked, in any capacity for the
University, does not exceed 1, 199 hours over a twelve (12) month
period.
Work-study students who are being paid with federal funds may
work _QQ!y the hours determined by the Office of Financial Aid.
Work-study students who are being paid with institutional funds
(allotments) may work the hours determined by the Office of
Financial Aid in the original award. Institutional work-study
students may have their hours increased through the reimbursable
process; however, the .1Qm1 hours worked cannot exceed 1,199
hours over a twelve (12) month period.
No work-study student may be paid with both Federal and
Institutional funds for the same period.

.

.

.

...

UAR 300.01

Graduate Assistants
Graduate Assistants are limited to employment through the regular
bi-weekly payroll system. Employment of Graduate Assistants
may be made for an academic year and may be renewable.
Generally, the total hours worked, in any capacity for the
University, should not exceed 1,199 hours over a twelve (12)
month period. In the event, however, that a Graduate Assistant's
total hours worked exceeds 1, 199 hours, the hiring unit and the
Graduate Assistant will be responsible for Kentucky Retirement
System contributions.

Process:

It shall be the responsibility of the hiring unit supervisor to ensure
that the employment of any student is in accordance with this
regulation. Students who are employed using departmental or unit
funds (reimbursable work-study students) shall have their
employment coordinated through the Office of Financial Aid and
the Office of Budgets and Management Information using a
Reimbursable Institutional Work-Study Form.
Any questions pertaining to student employment through the
student payroll system should be directed to the Office of Financial
Aid. Any questions pertaining to employment of Graduate
Assistants through the bi-weekly payroll system should be directed
to the Office of Personnel Services.

UAR 300. 02

Morehead State University
Administrative Regulation

Title:

STUDENT EMPLOYMENT

Responsibility:

The Office of Financial Aid shall be responsible for managing and
monitoring employment of University students paid through the
student payroll system. The Office of Personnel Services shall be
responsible for managing and monitoring employment of Graduate
Assistants and non-enrolled students paid through the regular biweekly payroll system .

Purpose:

To limit the employment of enrolled University students, except
Graduate Assistants, to the student payroll system. To prohibit
the payment of any work-study student with both federal and
institutional funds for the same period. To prohibit the
employment of any student on both the regular and student
payroll systems for the same period. To limit the employment of
Graduate Assistants to the bi-weekly payroll system.

Applicability:

This regulation applies to all Morehead State University students
except for those employees who perform services for the
University primarily as a means of earning a livelihood and also
take a course(s) of study. It can be generally assumed that a fulltime University employee is primarily earning his livelihood, even 'if
he is also enrolled as a full-time student.
Student Payroll System (Work-Study Students)
Employment of University students on the student bi-weekly
payroll system may be made for an academic year and may be
renewable providing the total hours worked, in any capacity for the
University, does not exceed 1,199 hours over a twelve (12) month
period.
Work-study students who are being paid with federal funds may
work only the hours determined by the Office of Financial Aid .
Work-study students who are being paid with institutional funds
(allotments) may work the hours determined by the Office of
Financial Aid in the original award. Institutional work-study
students may have their hours increased through the reimbursable
process; however, the total hours worked cannot exceed 1,1 99
hours over a twelve (12) month period.

UAR 300.02

No work-study student may be paid with both Federal and
Institutional funds for the same period.
Regular Bi-Weekly Payroll System
Non-enrolled students may be employed on the regular bi-weekly
payroll system providing the total hours worked, in any capacity
for the University, does not exceed 1,199 hours over a twelve (12)
month period.
No student may be employed on both the regular and student
payroll systems for the same period.
Graduate Assistants are limited to employment through the regular
bi-weekly payroll system. Employment of Graduate Assistants
may be made for an academic year and may be renewable.
Generally, the total hours worked, in any capacity for the
University, should not exceed 1, 199 hours over a twelve (12)
month period. In the event, however, that a Graduate Assistant's
total hours worked exceeds 1, 199 hours, the hiring unit and the
Graduate Assistant will be responsible for Kentucky Retirement
System contributions.
Process:

It shall be the responsibility of the hiring unit supervisor to ensure
that the employment of any student is in accordance with this
regulation. Students who are employed on the student payroll
system using departmental or unit funds (reimbursable work-study
students) shall have their employment coordinated through the
Office of Financial Aid and the Office of Budgets and Management
Information using a Reimbursable Institutional Work-Study Form.
Any questions pertaining to student employment through the
student payroll system should be directed to the Office of Financial
Aid. Any questions pertaining to employment of Graduate
Assistants and non-enrolled students through the bi-weekly payroll
system should be directed to the Office of Personnel Services.

UAR 300.02 supersedes UAR 300.01.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 301.03
Title:

Staff Performance Management System

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 10/21/1991
Revision Dates:

04/16/01, 4/09/2010

I.

Purpose:
To establish guidelines and procedures for maintenance and
administration of Personnel Policy PG-50, Staff Performance Management
System (SPMS).

II.

Procedural Reference for:
__
__
X
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify ___P=-G=---=5-=0_ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

This regulation is applicable to the non-exempt staff grades 1-7 and the exempt
staff grades 1-10. This regulation will be applied consistently and uniformly across
all university departments/units.

Attach a description of the UAR.
Approved by:

w
?i£~!.tl:.~

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

301.03
Staff Performance Management System
Provost and Vice President for Academic Affairs
10/21/1991
4/16/01 , 04/09/2010
To establish gu idelines and procedures for maintenance and
administration of Personnel Policy PG-50, Staff Performance
Management System (SPMS) .
BOR - Personnel Policy PG-50
This regulation is applicable to the non-exempt staff grades 1-7 and
the exempt staff grades 1-10. This regulation will be applied
consistently and uniformly across all university departments/units.
An annual Performance Planning, Appraisal and Development
Review for all regular full-time and continuing part-time staff
employees shall be conducted on a calendar year basis (January
through December) . The appraisal shall include two components: (1)
specific job related duties and (2) behavior and ability factors .
The Office of Human Resources shall be responsible for monitoring
the SPMS and for maintaining the official copy of the appraisal form
as a part of each employee's personnel file . Training and continuing
education on the SPMS will also be available through the Office of
Human Resources.
Confidentiality. Due to the sensitivity of performance appraisals,
supervisors and others who are involved in the performance appraisal
process shall exercise extreme care in maintaining confidentiality of
the appraisal.
Staff Development and Training. One of the objectives of the
appraisal process is to identify those employees who need additional
training or development. Any employee who receives an overall rating
below "Employee fully succeeds on all performance requirements;
good solid performance" (see Section I, Performance Planning,
Development and Appraisal Form) should be considered for training.
Failure to Meet Minimum Performance Requirements. In cases
where an employee has successfully completed the probationary
period in his/her current job but subsequently receives an annual
performance appraisal which places the employee below "Employee
fully succeeds on all performance requirements; good solid
performance" based upon the overall rating, the employee shall again
be placed in probationary status for a period of three months. During
this probationary period , the employee must be appraised at 30 day
intervals. If "Employee fully succeeds on all performance
requirements; good solid performance," based upon the overall rating

is not achieved during this three month probationary period, the
employee shall be dismissed from employment.

Performance Pay. From the resources available annually for staff
salary increases, it shall be an objective of the University to adjust the
salaries of employees who are performing at the highest levels.
Performance pay is a component of the staff salary distribution plan .
To receive performance pay, the employee must be performing at the
level of "Employee fully succeeds on all performance requirements ;
good solid performance" and successfully complete their initial 180
day probationary period on or before December 31 of the appraisal
period (January 1 through December 31).
The President will determine annually the percentage of the
University's staff salary pool to be allocated for performance pay.

Restricted Fund Employees. Restricted fund employees are those
employees hired in positions for projects/programs funded from
external sources . Contracts for restricted fund employees will be
issued on a year-to-year basis in accordance with the annual funding
cycle for the grant or contract.
When the restricted program's salary pool is less than the funds
available at the University, the University will not supplement the
external grant and the total salary pool will be limited to that amount
provided in the grant.
When the restricted program's salary pool is greater than the funds
available at the University, the restricted program's salary increase
pool for the past five years will be considered in determining the
amount of the salary pool to be distributed to the restricted program's
employees.

Procedures
The following procedures shall apply in accomplishing the appraisal of
employees :

Probationary Appraisal: Probationary (new-hire or internal transfer)
appraisals will be consistent with PSE-2 (Staff Exempt) and PSNE-2
(Staff Nonexempt) with probationary appraisals accomplished
according to the following procedure:
1. At the beginning of the probationary appraisal period, the
supervisor shall meet with the employee to identify job
accountabilities and expectations to be considered in the
performance appraisal.

At the end of the probationary period, the supervisor will use the
Performance Planning , Development and Appraisal Form to
appraise the level of performance of the employee. This
preliminary appraisal may be reviewed by the next level manager
(reviewer) , at the reviewer's discretion prior to the supervisor's
meeting with the employee for the probationary appraisal.
2. The supervisor will then meet with the employee to review the
Performance Planning , Development and Appraisal Form . Both
the supervisor and the employee must sign the completed
form . The employee's signature does not imply agreement but
merely indicates that he/she has read the probationary
appraisal. The completed form will be forwarded to the
reviewer for his/her signature. After signing the form, the
reviewer will return it to the supervisor.
3. The supervisor will retain a copy of the form, provide a copy to
the employee , and send the original copy to the Office of
Human Resources where it will be filed in the employee's
personnel file .
NOTE: If the initial probationary evaluation is completed in December,
no annual appraisal is required for that year.
Annual Appraisal. The annual performance appraisal will be
conducted according to the following procedure:

1. At the beginning of each annual appraisal period , the
supervisor shall meet with the employee to identify job
accountabilities and expectations to be considered in the
performance appraisal. This meeting shall follow either the
initial probationary appraisal or the last annual appraisal.
Supervisors who have employees under a generic job
description specific to the unit shall use the same
accountabilities for all those employees . For generic job
descriptions that are used across the University by different
supervisors (e.g . "Secretaries"), the Office of Human
Resources will identify common job accountabilities to be
appraised.
2. A Performance Planning , Development and Appraisal Form
may be completed at mid-year (June-July) to allow the
supervisor and employee to identify areas where the employee
needs to improve. This appraisal will not be sent to the Office
of Human Resources nor will it become a part of the
employee's official personnel file . The supervisor should retain
a copy of this appraisal.

3. Near the end of each appraisal period , the employee may be
asked to do a self-appraisal using the Performance Planning ,
Development and Appraisal Form . This self-appraisal can
provide the employee with an opportunity for input and may
assist the supervisor in making the final appraisal.
4. At the end of the appraisal period (i.e. December) , the
supervisor will use the Performance Planning, Development
and Appraisal Form to appraise the level of performance of the
employee . The preliminary appraisal may be reviewed by the
next level manager (reviewer) , at the reviewer's discretion prior
to the supervisor's meeting with the employee for the final
appraisal.
5. The supervisor will then meet with the employee to review the
appraisal. Both the supervisor and the employee must sign the
completed form . The employee' signature does not imply
agreement but merely indicates that he/she has read the
appraisal. In the event that the employee does not agree with
the appraisal , a rebuttal may be attached . The completed form ,
with rebuttal if any, will be forwarded to the reviewer for
consideration. After action has been taken by the reviewer, the
form will be returned to the supervisor.
6. The supervisor will retain a copy of the form, provide a copy to
the employee, and send the original copy to the Office of
Human Resources where the appraisal score will be recorded
and the form filed in the employee's personnel file .

General
Any question concerning the Staff Performance Management
System or the application of this administrative regulation
should be directed to the Office of Human Resources.

Approved by

Wa~~~

$~.

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss ; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

·om:

ent:
To:

Cc:

Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
. . .:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page:
http ://www.moreheadstate.edu/daa/uar/index.aspx?id =340
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

301.02

Title:

STAFF PERFORMANCE MANAGEMENT SYSTEM

Originator:

Roger Barker
Director, Office of Human Resources

InitialAdoption:
Revision Dates:

I.

October 21 , 1991

January 2, 2001

Purpose:

To establish guidelines and procedures for maintenance and administration of
Personnel Policy PG-50, Staff Performance Management System.

II.

Procedural Reference for:
___ KRS,specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ __
___ Other, specify _Personnel Policy PG-50 _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
This regulation is applicable to the non-exempt staff grades 1-7 and the
exempt staff grades 1-10. This regulation will be applied consistently and
uniformly across all university departments/units.

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR# 301. 02
Titled:

STAFF PERFORMANCE MANAGEMENT SYSTEM

Date:

January 2, 2001

- -X- -

Executive Vice President for Academic Affairs and
Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress
Student Government Association

Others:*

All originals will be fiJed in the Office of Academic Affairs, H-M 205 and duplicates
in the Library.
*Appropriate VP is responsible for distribution to those people in his/her dvision.

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION 301.01
TITLE:

STAFF PERFORMANCE MANAGEMENT SYSTEM

PURPOSE:

To establish administrative practices and procedures for
implementing the Staff Performance Management System (SPMS)
in compliance with PG-50.

PROCESS :

An annual Performance Planning, Appraisal and Development
Review for all regular full-time and continuing part-time staff
employees shall be conducted on a calendar year basis (January
through December). The appraisal shall include two components:
(1) specific job related duties and (2) behavior and ability factors .
The Office of Human Resources shall be responsible for
monitoring the SPMS and for maintaining the official copy of the
appraisal form as a part of each employee's personnel file.
Training and continuing education on the SPMS will also be
available through the Office of Human Resources.
Confidentiality. Due to the sensitivity of performance appraisals,
supervisors and others who are involved in the performance
appraisal process shall exercise extreme care in maintaining
confidentiality of the appraisal.
Staff Development and Training. One of the objectives of the
appraisal process is to identify those employees who need
additional training or development. Any employee who receives
an overall rating below "Employee fully succeeds on all
performance requirements; good solid performance." (see Section
I, Performance Planning, Appraisal and Development Form)
should be considered for training.
Failure to Meet Minimum Performance Requirements. In
cases where an employee has successfully completed the
probationary period in his/her current job but subsequently
receives an annual performance appraisal which places the
employee below "Employee minimally meets performance
requirements; performance needs improvement", based upon the
overall rating, the employee shall again be placed in probationary
status for a period of three months. During this probationary
period, the employee must be appraised at 30 day intervals. If
"Employee fully succeeds on all performance requirements; good
solid performance," based upon the overall rating is not achieved
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during this three month probationary period, the employee shall be
dismissed from employment.
Performance Pay. From the resources available annually for staff
salary increases, it shall be an objective of the University to adjust
the salaries of employees who are performing at the highest levels.
Performance pay is a component of the staff salary distribution
plan.

To receive performance pay, the employee must be performing at
the highest levels and have at least three months, excluding
probationary time, in an annual appraisal period (January through
December).
The President will determine annually the percentage of the
University's staff salary pool to be allocated for performance pay.
Restricted Fund Employees. Restricted fund employees are
those employees hired in positions for projects/programs funded
from external sources. Contracts for restricted fund employees
will be issued on a year-to-year basis in accordance with the
annual funding cycle for the grant or contract.

When the restricted program ' s salary pool is less than the funds
available at the University, the University will not supplement the
external grant and the total salary pool will be limited to that
amount provided in the grant.
When the restricted program ' s salary pool is greater than the funds
available at the University, the restricted program's salary increase
pool for the past five years, as compared to the University's salary
increase pool, will be considered in determining the amount of the
salary pool to be distributed to the restricted program ' s employees.
PROCEDURES:

The following procedures shall apply in accomplishing the
appraisal of employees:
Probationary Appraisal: Probationary (new-hire or internal
transfer) appraisals will be consistent with PSE-2 (Staff Exempt)
and PSNE-2 (Staff Nonexempt) with probationary appraisals
accomplished according to the following procedure:

1. At the beginning of the probationary appraisal period,
the supervisor shall meet with the employee to identify
job accountabilities and expectations to be considered
in the performance appraisal.

2 of4

2. At the end of the probationary period, the supervisor
will use the Performance Planning, Appraisal and
Development Form to appraise the level of performance
of the employee. This preliminary appraisal may be
reviewed by the next level manager (reviewer), at the
reviewer's discretion prior to the supervisor's meeting
with the employee for the probationary appraisal.
3. The supervisor will then meet with the employee to
review the Performance Planning, Appraisal and
Development Form. Both the supervisor and the
employee must sign the completed form. The
employee's signature does not imply agreement but
merely indicates that he/she has read the probationary
appraisal. The completed form will be forwarded to the
reviewer for his/her signature. After signing the form,
the reviewer will return it to the supervisor.
4. The supervisor will retain a copy of the form, provide a
copy to the employee, and send the original copy to the
Office of Human Resources where it will be filed in the
employee's personnel file.
NOTE: If the initial probationary evaluation is completed in December, no
annual appraisal is required for that year.
Annual Appraisal. The annual performance appraisal will be conducted
according to the following procedure:

1. At the beginning of each annual appraisal period, the
supervisor shall meet with the employee to identify job
accountabilities and expectations to be considered in
the performance appraisal. This meeting shall follow
either the initial probationary appraisal or the last
annual appraisal. Supervisors who have employees
under a generic job description specific to the unit shall
use the same accountabilities for all those employees.
For generic job descriptions that are used across the
University by different supervisors (e.g. "secretaries"),
the Office of Human Resources will identify common
job accountabilities to be appraised.
2. A Performance Planning, Appraisal and Development
Form may be completed at mid-year (June-July) to
allow the supervisor and employee to identify areas
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where the employee needs to improve. This appraisal
will not be sent to the Office of Human Resources nor
will it become a part of the employee's official
personnel file. The supervisor should retain a copy of
this appraisal.
3. Near the end of each appraisal period, the employee
may be asked to do a self-appraisal using the
Performance Planning, Appraisal and Development
Form. This self-appraisal can provide the employee
with an opportunity for input and may assist the
supervisor in making the final appraisal.
4. At the end of the appraisal period (i.e. December), the
supervisor will use the Performance Planning,
Appraisal and Development Form to appraise the level
of performance of the employee. The preliminary
appraisal may be reviewed by the next level manager
(reviewer), at the reviewer's discretion prior to the
supervisor's meeting with the employee for the final
appraisal.
5. The supervisor will then meet with the employee to
review the appraisal. Both the supervisor and the
employee must sign the completed form. The
employee' signature does not imply agreement but
merely indicates that he/she has read the appraisal. In
the event that the employee does not agree with the
appraisal, a rebuttal may be attached. The completed
form, with rebuttal if any, will be forwarded to the
reviewer for consideration. After action has been taken
by the reviewer, the form will be returned to the
supervisor.
6. The supervisor will retain a copy of the form, provide a
copy to the employee, and send the original copy to the
Office of Human Resources where the appraisal score
will be recorded and the form filed in the employee's
personnel file.
GENERAL:

Any question concerning the Staff Performance Management
System or the application of this administrative regulation should
be directed to the Office of Human Resources.
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MOREHEAD STATE VNlVERsrtY
~ADMINISTRATIVE REGULATION
.
(UAR)
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Number: 301. 01
Title:

STAFF PERFORMANCE MANAGEMENT SYSTEM

Originator:

Mr. Porter Dailey
Vice President for Administration and Fiscal Services

Initial Adoption:

October 21, 1991

Revision Dates:
I.

II.

Purpose:

To establish administrative practices and procedures for
implementing the Staff Performance Management System in
compliance with PG-50.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify
X BOR policy, specify __,,. P. ,. .G-""""'5,. . .,0--,-(-St_a_f_f---Pe_r_f_o-rm-.a_n_c_e-Ma_n_a_g-em_e_n_t-Sy_s_t-em)

=

•

UAR,
Other, specify
specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):

This regulation applies to all University employees except
faculty.

Attach a description of the UAR.

Date

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION

TITLE:

STAFF PERFORMANCE MANAGEMENT SYSTEM

PURPOSE:

To establish administrative practices and procedures
for implementing the Staff Performance Management
System (SPMS) in compliance with PG-50.

PROCESS:

An
annual
Performance Planning,
Appraisal
and
Development Review for all regular full-time and
continuing part-time
staff
employees
shall
be
conducted on a calendar year basis (January through
December) .
The
appraisal
shall
include
two
components:
(1) specific job related duties and (2)
behavior and ability factors.
The Office of Personnel Services shall be responsible
for monitoring the SPMS and for maintaining the
official copy of the appraisal form as a part of each
employee's personnel file.
Training and continuing
education on the SPMS will also be available through
the Office Of Personnel Services.
Confidentiality.
Due
to
the
sensitivity
of
performance appraisals, supervisors and others who are
involved in the performance appraisal process shall
exercise extreme care in maintaining confidentiality
of the appraisal.
Staff Development and Training. One of the objectives
of the appraisal process is to identify those
employees who need additional training or development.
Any employee who receives an overall rating below
"fully succeeds on all performance requirements" (see
Section I,
Performance Planning,
Appraisal and
Development Form) should be considered for training.
Failure to Meet Minimum Performance Requirements. In
cases where an employee has successfully completed the
probationary period in his/her current job but
subsequently receives an annual performance appraisal
which places the employee below "meets minimum
performance requirements", based upon the overall
rating, the employee shall again be placed in
probationary status for a period of six months.
During this probationary period, the employee must be
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appraised at 90 day intervals.
If "meets minimum
performance requirements" based upon the overall
rating is not achieved during this six month
probationary period, the employee shall be dismissed
from employment.

•

Performance Pay.
From the resources available
annually for staff salary increases, it shall be an
objective of the University to adjust the salaries of
employees who are performing at the highest levels.
Performance pay is a component of the staff salary
distribution plan (attached).

To receive performance pay, the employee must be
performing at the highest levels and have at least six
months, excluding probationary time, in an annual
appraisal period (January through December) . Annually
the
President will determine the percentage of
employees who may receive performance pay.
This
"forced distribution" will determine the number of
employees who can receive a performance pay increase.
The President will determine annually the percentage
of the University's staff salary pool to be allocated
for performance pay.
Exempt and nonexempt staff
salary pools will be established for employees who are
under the Job Classification and Compensation Plan.
Individual performance pay increments
will
be
determined based on the funds available and the number
of recipients within each division.
Restricted Fund Emolovees. Restricted fund employees
are
those
employees
hired
in
positions
for
projects /programs
funded
from
external
grants.
Contracts for restricted fund employees will be issued
on a year-to-year basis in accordance with the annual
funding cycle for the grant.

When the restricted program's salary pool is less than
the funds available at the University, the University
will not supplement the external grant and the total
salary pool will be limited to that amount provided in
the grant.
When the restricted program's salary pool is greater
than the funds available at the University, the
restricted programs salary increase pool for the past
five years, as compared to the University's salary
increase pool, will be considered in determining the
amount of the salary pool to be distributed to the
restricted program's employees.

•

PROCEDURES:

The following procedures shall apply in accomplishing
the appraisal of employees:
Probationary Appraisal.
Probationary (new-hire or
internal transfer) appraisals will be consistent with
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PSE-2 (Staff Exempt) and PSNE-2 {Staff Nonexempt) with
probationary appraisals accomplished according to the
following procedure:
1.

At
the
beginning
of
the
probationary
appraisal period, the supervisor shall meet
with
the
employee
to
identify
job
accountabilities and expectations to be
considered in the performance appraisal.

2.

At the end of the probationary period, the
supervisor will use the Performance Planning,
Appraisal and Development Form to appraise
the level of performance of the employee.
This preliminary appraisal will be reviewed
by the next level manager (reviewer) prior to
the supervisor's meeting with the employee
for the probationary appraisal.

3.

The supervisor will then meet with the
employee to review the Performance Planning,
Appraisal and Development Form.
Both the
supervisor and employee must sign the
completed form.
The employee's signature
does not imply agreement but merely indicates
that he/she has read the probationary
appraisal.
The completed form will be
forwarded to the reviewer
for
his/her
signature.
After signing the form, the
reviewer will return it to the supervisor.

4.

The supervisor will retain a copy of the
form, provide a copy to the employee, and
send the original copy to the Office of
Personnel Services where it will be filed in
the employee's personnel file.

NOTE: Upon completion of this initial probationary
appraisal, the annual appraisal period will commence;
and,
it will end with the following December
evaluation.
The annual performance appraisal
will be conducted according to the following
procedure:

Annual Appraisal.

1.

•

At the beginning of each annual appraisal
period, the supervisor shall meet with the
employee to identify job accountabilities and
expectations
to
be
considered
in
the
performance appraisal.
See attached Flow
Chart. This meeting shall follow either the
initial probationary appraisal or the last
annual appraisal.
Supervisors who have
employees under a generic job description
specific to that unit shall use the same
accountabilities for all those employees.
For generic job descriptions that are used
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.
across
the
University
by
different
supervisors (e.g. "secretaries"), the Office
of Personnel Services will identify common
job accountabilities to be appraised .

•

•

Supervisors
may
identify
additional
accountabilities (tasks, goals, objectives)
that
are
unique
to
the
specific
job
requirements. These accountabilities as well
as the behaviors and abilities that will be
considered in the appraisal must be clearly
identified and communicated to the employee
at the beginning of the appraisal period
(i.e. January) .
2.

A
Performance
Planning,
Appraisal
and
Development Form may be completed at mid-year
(June-July) to allow the supervisor and
employee to identify areas where the employee
needs to improve. This appraisal will not be
sent to the Office of Personnel Services nor
will it become a part of the employee's
official personnel file.
The supervisor
should retain a copy of this appraisal.

3.

Near the end of each appraisal period, the
employee may be asked to do a self-appraisal
using the Performance Planning, Appraisal and
Development Form.
This self-appraisal can
provide the employee with an opportunity for
input and may assist the supervisor in making
the final appraisal.

4.

At the end of the appraisal period (i.e.
December),
the supervisor will use the
Performance
Planning,
Appraisal
and
Development Form to appraise the level of
performance of the employee. The preliminary
appraisal will be reviewed by the next level
manager (reviewer) prior to the supervisor's
meeting with the employee for the final
appraisal.

5.

The supervisor will then meet with the
employee to review the appraisal. Both the
supervisor and the employee must sign the
completed form.
The employee's signature
does not imply agreement but merely indicates
that he/she has read the appraisal.
In the
event that the employee does not agree with
the appraisal, a rebuttal may be attached.
The completed form, with rebuttal if any,
will be forwarded to the reviewer
for
consideration.
After action has been taken
by the reviewer, the form will be returned to
the supervisor.
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6.

•

GENERAL:

The supervisor will retain a copy of the
form, provide a copy to the employee, and
send the original copy to the Office of
Personnel Services where the appraisal score
will be recorded and the form filed in the
employee's personnel file.

Any question concerning the staff Performance
Management System or the application of this
administrative regulation should be directed to the
Office of Personnel Services .

•
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FLOW CHART FOR PERFORMANCE PLANNING, APPRAISAL & DEVELOPMENT FORM
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Supervisor and employee meet to plan evaluation criteria and develop content for evaluation
form (January).
Evaluation form sent to next level supervisor (reviewer) for review, approval and return to
supervisor (January).
Conduct mid-year evaluation with employee, If appropriate (June-July).
Employee does self-evaluation, shares and discusses with supervisor, If appropriate
(November).
Supervisor shares evaluation of employee with reviewer (November).
Supervisor and employee meet to conduct annual evaluation (December).
Supervisor sends final evaluation to reviewer for signature (December).
Employee attaches rebuttal and signs evaluation form. Supervisor sends evaluation form
and rebuttal to reviewer (December).
Reviewer considers rebuttal, takes action If appropriate, signs evaluation form and returns
evaluation form to supervisor (December).
Supervisor retains a copy, provides a copy to employee and sends original copy of
evaluation form to Personnel Services (December).
Personnel Services records evaluation score and files original copy of evaluation form In
employee's personnel file (January).

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

302.02

Title:

Assessment of Tuition for Graduate Students

Originator:

Vice President for Administration and Fiscal Services

Initial Adoption: 05/14/1992
Revision Dates: 06/01/2009
I.

II.

Purpose:
Update the UAR to reflect the removal of 500 level classes from the schedule

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify BOR adopted fee schedule

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled:

302.02: Assessment of Tuition for Graduate Students

Date:

06/01/2009

X

Provost and Executive Vice President

X

Vice President for Planning, Budgets and Technology

X

Vice President for Administration and Fiscal Services
Vice President for Student Life
Vice President for Development
Vice President for University Relations

X
X

Academic Deans
Faculty Senate
Staff Congress

X
~

Student Government Association
University Archives/CCL

Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR NUMBER:
]TLE:
JRIGINATOR:
INITIAL ADOPTION:
REVISION DATES:

302.02
Assessment of Tuition for Graduate Students
Vice President for Administration and Fiscal Services
05/14/1992
06/01/2009

PURPOSE:

The purpose of this UAR is to define the fee assessment process for
graduate students, particularly in the case when the student's schedule
includes undergraduate level courses.

PROCEDURAL
REFERENCES:

Other - BOR adopted fee schedule

SCOPE (Who is covered
by this UAR?):

All graduate level students

DESCRIPTION:

DEFINITION
A graduate student for fee assessment purposes is one who holds an
undergraduate degree and is taking additional course work at Morehead
State University. A graduate student may be admitted and enrolled in a
graduate degree program or may be taking classes without the intent of
pursuing a graduate degree. For graduate student fee assessment
purposes, any course carrying a number of 600 or above will be
considered a graduate course. Courses numbering 499 and below will be
considered undergraduate courses.
FEE ASSESSMENT POLICY
Graduate students enrolled in both graduate level and undergraduate
level courses will be billed as follows:
1. Graduate students enrolled in nine or more semester hours of
courses in the 600 or above level will be considered full-time
graduate students and billed at the appropriate per credit hour
graduate rate for each course.
2. Graduate students enrolled in twelve or more semester hours of
classes in the 499 or below level will be considered full-time
undergraduate students and billed at the appropriate per credit
hour undergraduate rate for each course.
3. Graduate students who do not qualify as either full-time graduate
or full-time undergraduate students will be billed at the
appropriate per credit hour graduate rate for all courses numbered
600 and above and the appropriate per credit hour undergraduate

rate for courses numbered 499 and below with no maximum fees
level.
4. Graduate students whose schedules change after the initial fee
assessment, either as a result of the drop/add or other schedule
altering processes, will have fees reassessed under the conditions
of the above category in which they fall after the change of
schedule has been accomplished.

Maria Fraser
=rom:
,ent:
To:

Cc:

Subject:
Attachments :

Maria Fraser
Thursday, December 03, 2009 5:21 PM
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Koett; Loretta Banks Lykins; M. Scott McBride ; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters; Roya l Berglee; Student Govern ment Association
Betty Jo Wallace; Gregory Ke ith Wilcox; Janet Katherine Skidmore; Joyce Ann Meade ; Marcia
A Pettit; Peggy Breeze; Rosemary Hinton ; Sandra Lee Ruth; Sharon S. Reynolds; Theresa
Davis ; Vanessa R. Webb
UAR: 302 .02 - Assessment of Tuition for Graduate Students
UAR 302 .02 - Assessment of Tuition for Graduate Students 6-01 -09.pdf

The follow ing UAR has been revised and is posted to the web : UAR# 302 .02
TITLED : Assessment of Tuition for Graduate Students
Date : 6/1/09

UAR DISTRIBUTION LIST:
Provost and Executive Vice President - Karla Hughes
Vice President for Admin istration and Fiscal Services - Mike Walters
Vice President for Planning and Technology- Gary Holeman
Vice President for Student Life and Dean of Students - Madonna Weathers & Kevin Koett
Vice President for Development - Jim Shaw
\ssociate Vice President, Academic Affa irs/Academic programs- Dayna Seelig
\ssociate Vice President, Academic Affa irs/University Outreach - Mike Seelig
Academic Deans - G. DeMoss, 8. Albert, S. McBride, C. Gunn
Faculty Senate - Royal Berglee
Staff Congress - Joel Pace
Student Government Associat ion - Kyle Yarawsky
University Arch ives/CCL - Donna Baker
General Counsel - Jane Fitzpatrick
Others :
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Appropriate Vice President is responsible for distribution to those individuals in his/her division.
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Morehead State University
205 Howe ll-McDowell
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(606) 783-2002
m.fraser@moreheadstate .ed u
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Number:

302.01

Title: Assessment of Tuition for Graduate Students

Originator: Porter Dailey
Initial Adoption: May 14, 1992
Revision Dates:
I.

11.

Purpose:

The purpose of this UAR is to define the fee assessment
process for graduate students, particularly in the case when
the student's schedule includes undergraduate level
courses.

Procedural Reference for:
__ KRS, specify_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
__ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify
__x_ Other, specify BOR adopted fee schedule

-----------------

Ill.

Scope (Who is covered by this UAR?):
All graduate level students

Attach a description of the UAR.

Date

UAR 302 .01

J

ASSESSMENT OF TUITION FOR GRADUATE STUDENTS

Definition

A graduate student for fee assessment purposes is one who holds an
undergraduate degree and is taking additional course work at Morehead State
University. A graduate student may be admitted and enrolled in a graduate degree
program or may be taking classes without the intent of pursuing a graduate degree.
For graduate student fee assessment purposes, any course carrying a number of 500
or above will be considered a graduate course. Courses numbered 499 and below
will be considered undergraduate courses.

Fee Assessment Policy

Graduate students enrolled in both graduate level and undergraduate level
courses will be billed as follows:
1.

Graduate students enrolled in nine or more semester hours of
courses in the 500 or above level will be considered full-time
graduate students and billed at the full-time graduate student rate
regardless of any undergraduate level courses being carried.

2.

Graduate students enrolled in twelve or more semester hours of
classes in the 499 or below level will be considered full-time
undergraduate students and billed at the full-time undergraduate
rate regardless of any graduate level classes being carried.

3.

Graduate students who do not qualify as either full-time graduate
or full-time undergraduate students will be billed at the graduate
rate for all courses numbered 500 and above and the
undergraduate rate for courses numbered 499 and below with no
maximum fees level.

4.

Graduate students whose schedules change after the initial fee
assessment, either as a result of the drop/ add or other schedule
altering processes, will have fees reassessed under the conditions
of the above category in which they fall after the change of
schedule has been accomplished.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 303.02
Title:

Americans with Disabilities Act Complaint Procedures

Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 8/13/1992
Revision Dates:

04/09/2010

I.

Purpose:
This UAR defines the University's grievance procedures for
resolution of complaints alleging actions prohibited by Title II of the
Americans with Disabilities Act.

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify

Americans with Disabilities Act

Scope (Who is covered by this UAR?):

This UAR covers qualified individuals with a disability as defined in the Americans
with Disabilities Act.

Attach a description of the UAR.
Approved by:

~~w
f Pr~

(Description Attached)

UA Number:
Title :
Originator:
Initial Adoption:
Revision Dates:
Purpose:

Procedural
References:
Scope {Who Is
Covered By This
Uar?):
Description:

303.02
Americans with Disabilities Act Complaint Procedures
Provost and Vice President for Academic Affairs
08/13/1992
04/09/2010
This UAR defines the University's grievance procedures for
resolution of complaints alleging actions prohibited by Title II of the
Americans with Disabilities Act.
Other - Americans with Disabilities Act
Th is UAR covers qualified individuals with a disability as defined in
the Americans with Disabilities Act.
Morehead State University has adopted an internal grievance
procedure providing for prompt and equitable resolution of
complaints alleging any action prohibited by the Americans with
Disabilities Act (ADA) and by the Department of Education
regulations implementing Section 504 of the Rehabilitation Act of
1973, as amended (29 U.S.C. 794) . Section 504 states , in part, that
"no otherwise qualified handicapped ind ividual ... shall solely by
reason of his handicap, be excluded from the participation in , be
denied the benefits of, or be subject to discrimination under any
program or activity receiving federal financial assistance .. .. "
Complaints should be addressed to : either the Director of Human
Resources located at 101 Howell McDowell for faculty or staff
complaints or The Disabilities Services Coordinator located in the
Ad ron Doran University Center for student complaints.
1. A complaint should be filed in writing or verbally, contain the
name and address of the person filing it, and briefly describe
the alleged violation of the regulations.

2-:- A complaint should be filed within thirty (30) days after the
complainant becomes aware of the alleged violation.
3. An investigation, as may be appropriate , shall follow a filing of
complaint. The investigation shall be conducted by the
Director of Human Resources , the Disabilities Services
Coordinator, or a member of his/her staff. These rules
contemplate informal but thorough investigations, affording all
interested persons and their representatives , if any, an
opportunity to submit evidence relevant to a complaint.
4. A written determination as to the validity of the complaint and
a description of the resolution , if any, shall be issued by the
Director of Human Resources or the Disabilities Services
Coordinator and a copy forwarded to the complainant no later
than fourteen (14) days after its filing.

5. The Director of Human Resources or the Disabilities Services
Coordinator shall maintain the files and records of Morehead
State University relating to the complaints filed .
6. The complainant can request a reconsideration of the case in
instances where he or she is dissatisfied with the resolution.
The request for consideration should be made within fourteen
(14) days to either the Director of Human Resources or the
Disabilities Services Coordinator.
7. The right of a person to a prompt and equitable resolution of
the complaint filed hereunder shall not be impaired by the
person's pursuit of other remedies such as the filing of an
ADA complaint with the responsible federal department or
agency. Use of this grievance procedure is not a prerequisite
to the pursuit of other remedies .
8. These rules shall be constructed to protect the substantive
rights of interested persons to meet appropriate due process
standards , and to assure that Morehead State University
complies with the ADA and implementing regulations .

Approved

by:Waync:;./7;,:,,:•~'-r esi" Da~
W~/ ~ u _

_

~ J'} 7J1/d,

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton; Sandra
Lee Ruth; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

rom:

ent:
To:

Cc:
Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/ Academic Programs
Assistant Vice President Academic Affairs- IRSA
Academ ic Deans
ecutive Director Regional Engagement
• ..:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page:
http://www.moreheadstate .edu/daa/uar/index.aspx?id =340

.u.4.02

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President: 8/17/2010
1

126.02

Faculty International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President : 8/17 /10

127.02

Student International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17 /10

131.01

Excused Absences Policy
Initial Adoption : 7/1/10
Signed by President: 7/29/10

132 .01

Transfer Credit Appeal
Initial Adoption : 9/1/10
Signed by President : 9/7/10

301 .03

Staff Performance Management System
Revision : 4/9/10
Signed by President : 8/17 /10

303 .02
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Revision : 4/9/10
Signed by President: 8/17 /10

307 .02

Employee Share of Institutional Loss/Deductible
Revision : 4/9/10
Signed by President: 8/17 /10

308.02

Telecommunications Resource Usage
Revision : 4/9/10
Signed by President: 8/17 /10

309 .02

Accident Reporting Procedures
Revision : 4/9/10
Signed by President: 8/17 /10

310.02

Administrative Data Responsibility
Revision : 4/9/10
Signed by President: 8/17 /10

311 .02

MSU Student Motor Vehicle Operating Program
Revision: 4/9/10
Signed by President: 8/17 /10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
.,_rehead State University
5 Howell-McDowell
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· · :: :' MOR.EHEAD : STATE u~±VERSITY ADMiNi§tkATIVE
(UAR)
.·.. •·
Number:
Title:

RiGuiii$t¢.3 t ·

303. 01
Americans with Disabilities Act Complaint Procedures

Originator:

Porter Dailey

Initial Adoption:

8/13/92

Revision Dates:

I.

II.

Purpose: This UAR defines the University's grievance
procedures for resolution of complaints .alleging actions
prohibited by Title I I of the Americans with Disabilities
Act.

Procedural Reference for:
KRS, specify
CHE policy, specify
BOR policy, specify
UAR, specify

x

Other, specify
Americans with Disabilities Act

III. Scope (Who is covered by this UAR?): This UAR covers
qualified individuals with a disability as defined in the
Americans with Disabilities Act.

Attach a description of the UAR.
Approved by:

Date

UAR 303. 01

Morehead State University
ADA Complaint Procedures
Morehead State University has adopted an internal grievance procedure providing for prompt and
equitable resolution of complaints alleging any action prohibited by the U.S. Department of Justice
regulations implementing Title II of the Americans with Disabilities Act. Title II states, in part, that "no
otherwise qualified individual with a disability shall , solely by reason of such disability, be excluded from
the participation in, be denied the benefits of, or be subjected to discrimination" in programs or activities
sponsored by an agency.
Complaints should be addressed to : William T. Rosenberg, Director, Risk Management, UPO 916,
Morehead State University, Morehead, KY 40351 , (606) 783 -2007, who has been designated to
coordinate ADA compliance efforts.
1.

A complaint should be filed in writing or verbally, contain the name and
address of the person filing it, and briefly describe the alleged violation of
the regulations .

2.

A complaint should be filed within 180 days after the complainant becomes
aware of the alleged violation. (Processing of allegations of discrimination
which occurred before this grievance procedure was in place will be
considered on a case-by-case basis) .

3 . An investigation, as may be appropriate , shall follow a filing of complaint .
The investigation shall be conducted by the ADA Coordinator, or a member
of his/her staff. These rules contemplate informal but thorough investigations,
affording all interested persons and their representatives, if any, an opportunity
to submit evidence relevant to a complaint.
4. A written determination as to the validity of the complaint and a description
of the resolution, if any, shall be issued by the ADA Coordinator and a copy
forwarded to the complainant no later than fourteen (14) days after its filing .
5 . The ADA coordinator shall maintain the files and records of Morehead
State University relating to the complaints filed.
6.

The complainant can request a reconsideration of the case in instances
where he or she is dissatisfied with the resolution . The request for
consideration should be made within fourteen (14) days to
the ADA Coordinator.

7.

The right of a person to a prompt and equitable resolution of the complaint
filed hereunder shall not be impaired by the person's pursuit of other
remedies such as the filing of an ADA complaint with the responsible
federal department or agency. Use of this grievance procedure is not a
prerequisite to the pursuit of other remedies .

8 . These rules shall be constructed to protect the substantive rights of
interested persons to meet appropriate due process standards, and to
assure that Morehead State University complies with the ADA and
implementing regulations .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 304.02
Title: Sick Leave Bank

Originator:

Vice President for Administration and Fiscal Services

Initial Adoption: 10/07/1992
Revision Dates: 3/31/2009 (effective 01/01/2010)

I.

Purpose:
The purpose of the Morehead State University Voluntary Sick Leave Bank (Bank) Policy is to provide
additional paid leave for employees who have exhausted their accrued sick and vacation leave benefits
as the result of a serious health condition . The Bank serves as a depository into which participating
employees may voluntarily contribute accrued sick leave for allocation to other participating employees.
The purpose of the Bank is not intended to provide unlimited paid sick leave for any medical reason but
to alleviate the hardship caused when employees lose compensation as the result of a serious health
condition . This regulation follows the FMLA definition of serious health condition and includes time
required to care for an immediate family member.

II.

Procedural Reference for:
___
___
___
___
___

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify ______________________
Other, specify _____________________

Scope (Who is covered by this UAR?):
Full time regular employees.

Attach a description of the UAR.

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Date
Purpose:

304.02
Sick Leave Bank

Vice President for Administration and Fiscal Services
10/07/1992
03/31/2009 (effective 0 1/01/2010)
The purpose of the Morehead State University Voluntary Sick Leave Bank (Bank)
Policy is to provide additional paid leave for employees who have exhausted their
accrued sick and vacation leave benefits as the result of a serious health condition .
The Bank serves as a depository into which participating employees may voluntarily
contribute accrued sick leave for allocation to other participating employees. The
purpose ofthe Bank is not intended to provide unlimited paid sick leave for any
medical reason but to alleviate the hardship caused when employees lose
compensation as the result of a serious health condition. This regulation follows the
FMLA definition of serious health condition and includes time required to care for an
immediate family member.

Procedural
References:

Scope(Who

1.

Eligibility is for full time regular employees with a sick leave balance of at
least six days and participation in the Bank begins upon the employee's
original donation of two days, as defined by the employee's work day, of
accumulated sick leave time to the bank. New full-time employees with a
minimum of six months of service and a minimum of five (5) days of
accumulated sick leave time can enroll voluntarily in the Sick Leave Bank
after their employment of six months. If eligibility is not met at six
months, then employee must wait until the next open enrollment to
qualify for participation under the full time regular employee
requirements.

2.

Membership in the Bank is available to all Morehead State University full
time regular staff and faculty employees who have leave balances .

3.

Membership eligibility for participation in the Bank for a calendar yea r
begins upon the employee's original donation of two days of sick leave .
Enrollment in the Bank continues, provided two additional days of sick
leave are donated each subsequent calendar year except as specified in
number four immediately below .

is covered by
the UAR):

4. The participation eligibility donation will be reduced to one day of sick
leave per year beginning with the fifth consecutive year of participation
in the sick leave bank.
5.

Eligibility is discontinued upon termination of employment, retirement,
death, or failure to donate a leave day the following calendar year(s) . No
payment of benefits will be made to survivors.

6.

Membership continues from year-to-year with annual reduction in sick
leave until/unless the member submits a revocation form to discontinue
membership .

7.

Members must waive all claims to sick leave voluntarily donated to the
Bank, including any monetary or retirement- related value the days may
hold .

8.

The Bank is available to those employees who have exhausted all sick,
comp time and vacation leave and who are not receiving disability or
Workers' Compensation .

9.

Once a serious health condition is certified , sick bank leave can be used
intermittently when full day absences are required as long as physician 's
documentation is provided for the time and it does not exceed the
twelve month limit.

10. To enroll, an employee must comp lete an application, and submit itto the
Office of Human Resources .

Establishing the
Sick Leave Bank:

This Sick Leave Bank replaces the existing Sick Leave Pool and all sick leave days
remaining in the Sick Leave Pool shall be transferred into the Sick Leave Bank at the
time the Sick Leave Bank takes effect .
The Bank will be established through the voluntary contribution of two sick leave
days by eligible employees (as defined by this policy) during an initial enrollment
period . Employees wishing to participate will contribute two sick days per year.
Contributing two sick leave days establishes membership in the Bank and eligibility
to apply for withdrawal from the Bank.
Once the Bank has been established, an open enrollment period will be held annually
during the Benefits Choice period. At that time, any el igible employee may join the
bank by contributing two sick leave days. In order to remain a member in good
standing, current bank members must continue to make a volunta ry annual
contribution . Should the Bank reach a balance of sixty or fewer available days, a
special contribution period may be opened . If any days remain in the Bank at the end
of the calendar year, they will be carried over to the next calendar year.
This Sick Leave Bank is available to those eligible full time employees who elect to
participate in the program and who have completely exhausted all accumulated
leave time (accrued sick leave and accrued leave) and who are not otherwise
receiving any related compensable benefits such as disability, workers'
compensation, retirement, or unemployment.
Donated accumulated leave time contributed to the bank becomes the property of
the University and may not be withdrawn, targeted for specific individuals, returned
to an employee upon separation, retirement, or become part of the employee 's
estate upon his/her death .
Use of benefits from the Sick Leave Bank is considered under the provisions of the
Family and Medical Leave Act (FMLA), and any use is calculated in the twelve weeks
of leave provided under this Act .

Definitions:

Procedure for
Withdrawals
from the Bank:

1.

Serious health condition : is defined by the Department of Labor 29 CFR
825 .114 as an illness, injury, impairment, or physical or mental condition
that involves (A) inpatient care in a hospital, hospice, or residential medical
care facility; or (B) continuing treatment by a health care provider. The
DOL's regulations further provide that "continuing treatment by a health
care provider" must include either (1) a period of incapacity lasting more
than three consecutive calendar days and treatment two or more tirres by a
health care provider, or (2) treatment by a health care provider on one
occasion resulting in a regimen of continuing treatment under the provider's
supervision (see App . II, 29 C.F.R. § 825 .114(a) (2) (i)) . For purposes of this
administrative regulation, the U.S. Department of Labor's definition of
"serious health condition" will be used for full day absences and applies to
this regulation .

2.

Immediate family: or household is defined as an employee's spouse,
children (son, daughter, step child or foster child), and parents are
immediate family members for purposes of FMLA and this UAR. The
term "parent" does not include a parent "in-law" . The terms son,
daughter, step son or daughter, or foster child do not include individuals
age 18 or over unless they are "incapable of self-care" because of mental
or physical disability that limits one or more of the "major life activities"
as those terms are defined in regulations issued by the Equal
Employment Opportunity Commission (EEOC) under the Americans With
Disabilities Act (ADA) .

3.

Licensed Health Care Provider: A trained health care provider practicing
within the scope of his/her license.

4.

Sick Leave Bank: A bank of leave days voluntarily donated by Morehead
State University employees . The Sick Leave Bank provides paid sick leave to
bank members who meet the eligibility requirements. It is administered by
the Office of Human Resources.

1.

An employee or his/her designee must request sick leave from the Bank by
completing an application and submitting it to the Office of Human
Resources. An employee may apply for leave from the Bank but cannot
receive more than 60 sick leave bank days in a rolling twelve month period .

2. Applications for sick leave bank time must be accompanied by a
statement from a licensed health care provider that includes the
beginning date of the condition, a description of the illness or injury, and
a prognosis for recovery . Requests should indicate the estimated
number of sick days required and information related to any pending
disability claims and meet the requirements for serious health condition
established by the U.S. Department of Labor FMLA.
3.

Requests for withdrawal must be made by the member or his/her
designee no later than five (5) working days after all leave time has been
exhausted .

4. Sick leave may be used only during the term of an employee's period of
appointment.

5.

Any leave granted may be used only for the purpose requested on the
application . Any unused portion will be returned to the Bank.

6.

Participation cannot exceed sixty days per rolling twelve month period .

7.

Leave may be used for the serious health condition of the employee, or
to care for an immediate family member with a serious health condition .

8.

Use of Sick leave Bank benefits is considered under the provisions of the
FMLA and any use is included in the twelve weeks of leave provided
under this Act, if applicable .

9.

Bank benefits are not available for leave taken prior to eligibility for
participation in the Bank .
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The following UAR has been revised and is posted to the web: UAR# 304.02
TITLED: Sick Leave Bank
Date: 3/31/09 (effective 01/01/2010)

UAR DISTRIBUTION LIST:
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Morehead State University
205 Howell-McDowell
Morehead , KY 40351
(606) 783-2002
m.fraser@moreheadstate .edu
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Number:

304.01

Title:

Sick Leave Pool

Originator:

Mr. Porter Dailey
Vice President for Administration and Fiscal Services

Initial Adoption:

10/7 / 92

Revision Dates:
I.

II.

Purpose:

To establish a Sick Leave Pool that would provide regular
full-time University employees protection against lost wages
at a time of catastrophic illness or injury which causes
the employee to exhaust all of his/her earned leave.

Procedural Reference for :
KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ BOR policy, specify _....,PG~-_,4""9_{~S,..._j_,,.c.n.k_.L...,.e....
a....,ve...,)....___ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?): All regular, full-time University employees.

Attach a description of the UAR.
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Ronald G. Eaglin
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Date

UAR 304.01

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION

TITLE:

Sick Leave Pool

RESPONSIBILITY:

The Office of Personnel Services shall be responsible for
managing and administering the University Sick Leave
Pool to include the procedural establishment, solicitation
of contributions from faculty and staff, processing of
applications and record management.

PURPOSE:

The purpose of this regulation is to provide all regular,
full-time University employees with short-term disability
(STD) protection in the event they are subject to a
catastrophic illness or injury.

GUIDELINES/
PROCEDURES:

1.

To be eligible for benefits, the faculty or staff
member must be a regular full-time employee.
New employees become eligible on the effective
date of their employment.

2.

Prior to utilizing the SLP, the employee must
exhaust any and all the following benefits, if
available:
a. Sick leave
b. Vacation leave
c. Worker's Compensation
d. Kentucky Employees Retirement System or
Kentucky Teachers Retirement System
Disability Retirement
e. No Fault automobile insurance.

3.

To fund the SLP, employees will be asked to
contribute a minimum of one day and a
maximum of three days to the SLP. Employees
must have a sick leave balance of 10 days or
more at the time of their contribution.
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4.

When the declining balance in the SLP reaches
300 days, employees will again be asked to
contribute to the SLP.

5.

Contributing to the SLP will not be a
requirement for applying for benefits, through it
is expected the majority of employees will support
this program. New hires and employees who
have no sick leave will be included in the SLP.
This benefit will, in effect, provide a Short Term
Disability (STD) plan for up to four calendar
months.

6.

Once an employee contributes to the SLP, that
sick leave will not be restored to the individual
employee's sick leave balance, unless the SLP is
terminated.

7.

In the event the SLP is terminated, the total days
on deposit shall be returned proportionately
according to the individual employee's
contribution.

8.

In order to be considered for benefits from the
SLP, the catastrophic illness or injury must
require the services of a licensed medical
practitioner.

9.

Requests for SLP assistance must be in writing
and be accompanied by a written statement from
a licensed medical practitioner stating the
beginning date of the condition, a description of
the catastrophic illness or injury, a prognosis and
date the employee may be able to return to work.
Monthly progress reports will be required to
continue sick leave payments to the employee.

10.

Employees who are granted sick leave from the
SLP will not be required to pay back that sick
leave to the pool.
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11.

Employees may not designate a particular
employee to receive their donated sick leave as
this program is for any and all qualified
employees who may be subject to a catastrophic
illness or injury.

12.

The salary level of the donor or the recipient will
not be a factor as the intent of the SLP is to
provide sick leave pay at the affected employees
regular rate of pay.

13.

An employee receiving sick leave from the SLP
will continue to be paid from his/her regular
budgeted account.

14.

The approval or disapproval of sick leave for a
catastrophic illness or injury from the SLP will be
made by the pool administrator, who is the
Director of Personnel Services. The maximum
amount of sick leave granted an employee from
the SLP cannot exceed one-third of the pool
balance or 90 work days whichever is less.
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Number: 305 . 02
Title:

MSU FISCAL OPERATING GUIDELINES

Originator: OFFICE OF BUDGETS & MANAGEMENT INFORMATION
Initial Adoption:

November 1992

Revision Dates:

September 1995

I.

II.

Purpose:

To manage the University 's operating budget. These guidelines
define the operational procedures for budget transfers, personnel funds
and other budgetary issues .

Procedural Reference for :
· KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify
- -- - - -- - - - - - - - - - UAR, specify
-------------------- - Other, specify - BOR OPERATING BUDGET RESOLUTION

III.

Scope (Who is covered by this UAR?) :
The guidelines apply to all Morehead State University budget unit
administrators.

Attach a description of the UAR.

Ronalo G. Eaglin

Date

UAR Distribution List

I

•

The following shall receive a copy of the UAR # .305 • 02titled - - - - - - - MS U FISCAL OPERATING GUIDELINES Date: - - - - - - X -x
--x --

Vice
Vice
Vice
Vice

X --

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

x

x -x -x

President
President
President
President

for
for
for
for

Academic Affairs and Dean of Faculty
Administration and Fiscal Services
Student Life and Dean of Students
University Advancement

Others:*

All originals will be filed in the Office of Planning, HM 204, and duplicates in the Library.

*Appropriate VP is responsible for distribution to those people in his/her division.
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OVERVIEW

Section I

Introduction
The Office of Budgets and Management Information (Budget Office)
assumes the responsibility of ensuring a balanced budget for Morehead State University.
As detailed in this document, the University has established guidelines relating to the
management of the annual operating budget. Amendments to these guidelines will occur
as necessary.
Any exceptions to these guidelines must be approved by either the
President or the Director of Budgets and Management Information.

Responsibility
The University's Board of Regents adopts an annual Budget Resolution
which sets forth the budget authorizations from unrestricted funds and provides parameters
for expenditures for each of the University's five divisions. The Resolution further
stipulates that unit administrators shall not authorize nor incur financial obligations in
excess of their budget authorization.

In the event that unit administrators spend in excess of what has been
authorized, the deficit amount will be recovered from the unit's opening budget for
the following year. For example, if a unit has a deficit balance of $500 in their travel
account as of June 30, 1996, the Budget Office will reduce the unit's opening budget for
that account by $500 on July 1, 1996. If funds are available from other discretionary
accounts such as supplies, temporary wages, or other wages , unit administrators should
initiate budget transfers in a timely manner to avoid a reduction of the new year's opening
budget.

Development of the Annual Operating Budget and Personnel Roster
The Budget Office is responsible for developing the annual operating budget
and personnel roster. The operating budget generally encompasses all unrestricted
revenues and expenditures. The annual budget is based upon conservative revenue
estimates from state appropriations, tuition and fees, sales and services of educational
activities, miscellaneous revenues, and auxiliary services. In addition, the annual budget
may include an allocation of fund balance reserves.
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The Budget Office also prepares an annual personnel roster of all positions
authorized by the Board of Regents. Authorized positions are considered to have a
recurring fund source and can be identified by a unique roster identification number. A
detailed calendar for the development of the annual operating budget and personnel roster
is presented in Appendix I.

Assistance
The Budget Office is available to provide any needed assistance with these
guidelines. Please contact the Office of Budgets and Management Information (extension
2021) with any questions regarding budget allotments (opening budgeted amounts). Please
contact the Office of Accounting and Budgetary Control (extension 2019) with any
questions regarding the coding of expenditures. Any financial questions related to
restricted or agency fund accounts should also be directed to the Office of Accounting and
Budgetary Control.

2

EXPENDITURES

Section II

Background
Since the annual operating budget is based upon estimates made well in
advance of the start of the fiscal year, budget adjustments to accounts within the same
unit or between different units may be necessary during the fiscal year. Budget transfers
should be initiated and processed in a timely manner so that each unit's budget reflects a
realistic plan for expenditures. Expenditures may only be charged to accounts with
sufficient budget allotments. Following are the four primary categories of expenditures:

General Ledger Account
Object Codes
Personnel
Fringe Benefits
Operating
Capital & Transfers

50101
50110
50200
50990

through 50109
through 50199
through 50899
and above

Unit administrators are responsible for insuring that
their accounts do not have deficit balances throughout
the fiscal year.
The appropriate classification of expenditures is necessary in order for the
University to accurately report how funds have been used. For instance, personnel costs
should not be charged to an operating account number. Care should also be taken to
charge expenditures to the correct object codes within each category. For example, travel
expenses should be charged to the "travel" (50220) object code rather than to the
"supplies" (50330) object code.
The University decentralizes certain costs for accounting and control
purposes. This decentralization of expenditures allows the institution to more accurately
report the direct costs of each operating unit. For example, each departmental budget
generally includes funds for salaries and wages, fringe benefits, telecommunication
services, postage, and service contracts. Budgeted and actual expenditure information is
available through the on-line BUDVIEW and the UNIVERSITY BUDGET SUMMARY
INQUIRY programs.
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Budget Transfers

Budget transfers are processed through the on-line Budget Transfer program
on the University's mainframe computer system. Each budget transfer must be fully
explained in the comments section. Depending on the accounts involved, budget transfers
may require approvals from the unit administrator through the appropriate Vice President.
Unit administrators must have an on-line Standard Approval List and a
Special Approval List for each account unit. The approval lists are used to authorize online purchase requisitions and on-line budget transfers. These approval lists are
established through the Office of Purchasing. The on-line purchase requisition system
uses the Standard Approval List for all requisitions. The approval channel is expanded
to include the Special Approval List for any equipment or capital purchases. Each
approval list must include at least one exempt employee.
The approval channel for on-line budget transfers includes the Standard
Approval List, the Special Approval List and the Budget Approval List. The appropriate
Vice President must be listed in at least one of the three approval lists for budget
transfers. Requests for changes in the Standard or Special Approval Lists should be
directed in writing to the Office of Purchasing. Requests for changes in the Budget
Approval List should be directed in writing to the Budget Office.
Budget transfers can generally be divided into two categories:
Personnel Activities
Operating and Capital Activities
Each category is fully explained below and in the subsequent sections of
these guidelines:
Budget Transfers - Personnel Activities
Unit administrators can generally move available resources (budget allotments)
from one account to another account via on-line budget transfers. The most
common budget transfers affecting personnel accounts are described below:
A.

...

Intra-Unit Transfers of Funds to Personnel Accounts
Discretionary funds may be transferred from personnel, operating, or capital
accounts of the same budget unit to support non-recurring personnel costs.
Pursuant to the conditions described in Section III, discretionary funds may
be transferred to any personnel account except the primary salary and wage
account (object code 50101), which is reserved for positions authorized by
the Board of Regents. The budget transfer must cover the salary and fringe
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benefit costs for the employment period. Personnel Action Requests (PARs)
will not be approved by the Budget Office until sufficient funds have been
transferred to cover all related expenses.
B.

Inter-Unit Transfers of Funds to Personnel Accounts
Occasions may arise that require moving personnel funds between budget
units of a major program area. A budget transfer and any necessary PARs
must be initiated by the appropriate program administrator to move a
position and the related salary allotment from one budget unit to another
budget unit. Applicable fringe benefits must be included in the budget
transfer.

C.

Transfers of Centrally Pooled Personnel Funds
For control purposes, funds for certain personnel expenditures are budgeted
in centralized accounts. Examples include summer school salaries, regional
instruction compensation, lecturer and adjunct wages, graduate assistants,
and institutional workship funds. The unit administrators of the centralized
pools are responsible for providing sufficient control and accountability over
these funds. These administrators generally initiate budget transfers
throughout the fiscal year to move funds from the central pool accounts to
the various budget units that incur the costs. PARs will not be approved
by the Budget Office until sufficient funds have been transferred to cover
all related expenses.

D.

Transfers of Externally Generated Funds
Grant funds are often deposited in unrestricted personnel accounts to
reimburse the University for work performed in accordance with the grant
contracts. Since these are usually unbudgeted reimbursements, departments
may have access to the reimbursement funds, after consideration of any
related costs such as overload pay or adjunct salaries. Departments wishing
to use these funds must submit a written request to the Budget Office
through the appropriate Vice President detailing the amount of grant
reimbursement funds received, the related costs, and the planned use of
funds. If approved by the Vice President and the Director of Budgets, the
Budget Office will process the required budget transfers.
This same policy applies to all externally generated funds (i.e., including
fund raising efforts). Departments should request the use of these funds in
a timely manner to avoid the need to carry forward any unexpended funds
at the end of the fiscal year.
Other activities involving personnel funds are explained in Section III.
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Budget Transfers - Operating & Capital Accounts
Most budget allotments for operating expenditures are considered to be
discretionary and may be transferred to other accounts in accordance with these
guidelines. A few allotments, however, are considered non-discretionary due to
contractual obligations or their direct relationship with institutional revenues. With
regard to non-discretionary accounts, unit administrators must provide sufficient
funds for any additional obligations incurred during the fiscal year which exceed
the opening budget allotment. However, any excess funds in non-discretionary
accounts may not be transferred to other accounts. The following accounts are
considered non-discretionary:
A.

Telecomm Charges (Object Code 50400)
Budget units are charged an annual allocated cost for telecomm charges at
the beginning of each fiscal year. Each unit's opening budget includes a
sufficient allocation for basic telecommunication services based on the
number of existing telephone lines and equipment. Unit administrators may
request additional telephone lines and equipment throughout the year or
during the budget preparation process.
However, the requesting
administrator must provide a recurring fund source for the additional costs.
Monthly long distance telephone charges are posted to each unit's telephone
account (object code 50444) by the last day of the following month. Unit
heads must ensure that this discretionary account does not have a deficit
balance.

B.

Scholarships
Funds allocated for institutional scholarships cannot be used for any other
purpose. Thus, these funds can not be transferred to other budget units.

C.

Complimentary Tickets
Funds budgeted for the purchase of tickets for University sponsored
activities such as athletics and special events can not be used for any other
purpose. Thus, these funds can not be transferred to other accounts or
budget units.

Funds may be transferred from discretionary operating and personnel
accounts to capital accounts to fund equipment purchases. Unused capital funds may also
be transferred back to discretionary personnel and operating accounts. Generally, funds
should be transferred to object code 51000 for technology-related equipment, such as
printers, or to object code 50990 for all other equipment purchases.
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Operating and capital funds may be transferred between budget units within
the same division or between budget units of two or more divisions. A major program
head or vice president may initiate a budget transfer from one unit's discretionary funds
to support the unexpected expenses of another unit.

Internal Recharges
In order to control and properly allocate costs, some departments may charge
other departments for goods and services provided. Service departments generally do not
recover labor costs from other departments unless the requesting department fails to
schedule the service at least 10 days in advance or if the service involves facility
renovation or construction. For example, if a department is hosting a non-revenue
generating conference and fails to notify the Office of Information Technology of its need
for audio or visual support at least 10 days in advance of the event, Information
Technology may recover its labor costs. In addition, if a department requests Physical
Plant to install additional electrical outlets in a facility, the department must provide the
funds needed for the renovation project.
If labor costs are to be recovered, the requesting department will be billed
at the applicable regular wage rate for all services performed on Monday through Friday,
8:00 a.m. to 4:30 p.m. If the services are performed after regular work hours or on
weekends, the applicable over-time rate will be charged. If the service, excluding facility
renovation or construction, is scheduled at least 10 days in advance, there will be no labor
charge regardless of the date or time of the services.

The above polices are only applicable to departmental events which do not
generate income (i.e., no participation fees). If an internally hosted event will generate
income or if an event is hosted by an external group, the applicable facility rental fee and
labor charges will be charged. Following is a list of additional goods and services for
which internal departments will be charged:
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Goods and Services
Postage
Soft Drinks and Snacks
Guest Rooms
Food Services
Convenience Copiers
Office Supplies
Printing Services
Video Material
Office Supplies
Vehicles
Central Facsimile Services
Telephone Directory Assistance
Cellular Telephone Service
Facility Renovation
and Construction Projects

Service Department
Post Office
Vending and Concessions
Student Center
PFM, Inc.
Printing and Publications
Printing and Publications
Printing and Publications
Distance Learning
University Store
Motor Pool
Information Technology
Information Technology
Information Technology
Physical Plant

Requesting departments must process an On-Campus Transaction form to
pay for the billed charges. Payments must not be processed through the On-Line
Budget Transfer system as a budget transfer simply moves a fund allotment, it does
not record an actual expenditure.
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PERSONNEL FUNDS

Section ID

Like most universities, Morehead State University is labor intensive.
Approximately 60 percent of the University's total budget is dedicated to salaries, wages,
and fringe benefits. Specific policies related to the funding of personnel expenditures
follow:

Vacancy Credits and Hire-Down Savings
Funds budgeted for salaries, wages and benefits of authorized positions
(positions with roster identification numbers) generally cannot be transferred to fund other
personnel actions or operating expenditures. Vacancy credits are savings accumulated
during the current fiscal year from vacant authorized positions. Hire-down savings result
when a classified employee who holds an authorized position and is earning above the
applicable entry-level wage leaves the University and is replaced with a new employee
at the entry level wage. Hire-down savings also include staff early retirement savings.
For example, if a classified staff member holding an authorized position is allowed early
retirement (a reduced workload with reduced pay), the funding amount for the remaining
authorized position is reduced to half of the applicable entry level wage. Savings
generated from faculty early retirements are placed in a faculty salary pool for future
reallocation.
Vacancy credits are net of any vacation pay. Vacancy credits and hire-down
savings lapse at the end of fiscal years in order to replenish the institution's general fund
reserves. However, with prior approval from the appropriate Vice President and the
Director of Budgets & Management Information, vacancy credits and hire-down savings
can be utilized in the fiscal year earned as described below. The unit administrator must
submit a written request for the use of vacancy credits or hire-down savings through the
appropriate Vice President to the Budget Office. If approved, the fund source should be
noted in the comment sections of both the required budget transfer and the PAR, as
follows:
"Vacancy credits accumulated as a result of John Doe's resignation, roster position
#9999, are needed to hire Jane Smith as a temporary employee to perform the
position's assigned duties."
A.

Temporary Employees
Unit administrators may request to use accumulated vacancy credits to hire
a temporary employee to assume the duties of a vacant position. A budget
transfer from object code 50101 (Salaries and Wages) to object code 50106
9

(Temporary Wages) must be processed before the Budget Office will
approve a PAR.
B.

Temporary Employment of Students
Pursuant to the guidelines established by the Office of Student Financial
Aid, undergraduate workstudy students may be temporarily employed to
assume the duties of a vacant position using accumulated vacancy credits.
A budget transfer from object code 50101 (Salaries and Wages) to object
code 50107 (Student Wages) is required.
Pursuant to the guidelines established by the Office of Graduate Programs,
graduate students may also be temporarily employed using accumulated
vacancy credits to assume the duties of a vacant position. A budget transfer
from object code 50101 (Salaries and Wages) to object code 50103
(Graduate Assistant Wages) is required.

C.

Non-Exempt (Hourly) Employees - Overtime Payments
A non-exempt employee may perform additional duties as a result of a
vacant position and receive overtime compensation. With prior approval by
the appropriate Vice President and the Director of Budgets and Management
Information, the overtime compensation may be funded with accumulated
vacancy credits. A budget transfer from object code 50101 (Salaries and
Wages) to object code 50108 (Other Wages) is required. A PAR is not
needed for overtime compensation when the additional work will be
performed for the employee's regular department. A PAR is necessary when
the additional duties will be performed for another unit.

D.

Exempt (Salaried) Employees - Supplemental Pay
An exempt employee may perform additional duties as a result of a vacant
position and receive supplementary compensation. With prior approval by
the appropriate Vice President and the Director of Budgets and Management
Information, the supplementary compensation may be funded from
accumulated vacancy credits. A budget transfer from object code 50101
(Salaries and Wages) to object code 50108 (Other Wages) must be
processed before a PAR will be approved by the Budget Office.
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E.

Funding New Hire Salary Exceptions
If a unit wishes to hire an individual at a salary greater than the amount
currently budgeted, the unit must provide a non-recurring fund source for
the additional salary and benefits for the remainder of the fiscal year. Since
units are only responsible for providing the excess salary funds for the first
year of employment, new hire salary exceptions result in a first priority on
the University's subsequent fiscal budget. Units may use accumulated
vacancy credits or hire down savings as the non-recurring fund source for
new hire salary exceptions.
The unit must notify the Budget Office of the non-recurring fund source
prior to requesting a new hire salary exception from the Office of Human
Resources. The Office of Human Resources must recommend and the
President must approve any new hire salary exceptions for a staff position
prior to a unit offering a position to a candidate.

Budgeted Faculty Funds
The Executive Vice President for Academic Affairs has expanded flexibility
with budgeted funds for faculty positions. He or she may move budgeted funds from any
vacant faculty position or faculty salary allotment account to fund another position on
either a temporary or permanent basis. The budgeted faculty funds, however, may only
be used for personnel expenditures.

Annual Salary and Wage Increases
The University generally divides the annual budgeted funds for salary and
wage increases into three pools: 1) across-the-board, 2) longevity or merit, and 3) other
considerations. Eligible faculty and staff may receive salary increases from each pool.
The across-the-board and merit pools for faculty are distributed based on the
Performance-Based Salary Increase Procedures (PBSI). The across-the-board pool for
staff is distributed to all eligible employees based on a percentage of each employee's
base salary or wage. The merit pool for staff is distributed to all eligible exempt staff
based upon performance. The longevity pool for staff is distributed to all eligible nonexempt staff based upon length-of-service with the University.
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The "other considerations" salary and wage increase pool may be used to
address several personnel issues including, but not limited to, faculty and staff promotions,
rank confirmations, educational increases, and salary and wage inequities for classified
staff. Salary and wage inequities are generally the result of periodic increases to the entry
level salaries and wages for classified staff positions. The funds allotted for addressing
salary and wage inequities are distributed to all eligible classified staff based upon length
of service in their current position.
The budgeted amounts for vacant faculty positions are generally increased
each year by the percentage increase of both the across-the-board and merit pools. The
budgeted amounts for vacant classified staff positions are based on the entry-level salaries
and wages of tl}.e University's compensation plan.

Other Fund Sources for Temporary Employees
Personnel needs vary by function. Employment of an individual for a short,
specific period of time may be needed due to unanticipated workloads or special projects
that require work not normally assigned to a permanent employee. If no provision has
been made in the opening budget, funds may be transferred from a department's
discretionary operating accounts to hire a temporary employee. A budget transfer which
covers the total cost of the fixed-term appointment (including fringe benefits) must be
processed before the Budget Office will approve a PAR.

Requests for New Positions
The annual budget development process is the normal channel for a
department to request funds for additional personnel positions. However, it may be
necessary for a department to add a position during a fiscal year because of program
changes, increased student demand, or an expanded or new service. Generally, the unit
or its division must provide a recurring fund source for any new positions. The
President's approval is required to create any new authorized positions.
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Funding of Personnel Reclassifications - Staff
Staff positions may be reclassified as a result of changing duties and/or
increased responsibilities. Reclassifications must follow the policies prescribed by the
Office of Human Resources . Requests for reclassifications submitted to the Office of
Human Resources by January 1 will be effective July 1, if approved. The approved
reclassifications will be funded from the staff salary increase pool. These costs will be
a first priority on the staff salary increase pool, thus reducing the total funds available for
staff.
Fringe Benefits
Employment of temporary personnel for more than six months will result in
increased fringe benefit costs to the institution. Additionally, any employee who works
any of 10 weeks during a calendar year may be eligible for unemployment compensation.
Consequently, departments should restrict temporary employment to limited time frames
in order to avoid the additional costs. A fringe benefit rate of 9 percent is applicable to
most temporary employment contracts. Surpluses in fringe benefit accounts may not be
used to supplement other personnel, operating, or capital budgets.
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OTHER BUDGETARY ISSUES

Section IV

Institutional Revenues
All significant revenues from unrestricted sources are included in the
University's opening budget. Budgeted revenues are reviewed and revised as needed
during the annual budget cycle. Unless specifically stated otherwise, revenues can not
be designated for specific purposes.

Fee Schedule
The Board of Regents approves the University's annual Fee Schedule which
details all charges to external constituents. Requests for changes in fees or the
establishment of fees for new services are to be submitted to the Budget Office during the
annual budget development process. An amendment to the approved Fee Schedule is
necessary to change or establish fees during a fiscal year. Such an amendment must be
approved by the Board of Regents.
Revenue centers generate income by charging user fees. The unit
administrators responsible for revenue centers should monitor the relationship of actual
revenues to actual expenditures on a regular basis. All revenue and expenditure accounts
under a unit administrator's control can be reviewed through BUDVIEW. Requests for
revisions to budgeted revenues and related expenditures should be initiated by the
responsible unit administrator and forwarded through the appropriate Vice President to the
Budget Office. If actual revenues exceed the budgeted amount, unit administrators may
request that the Budget Office increase the budgeted revenue amount and any directlyrelated expenditures account(s). Access to BUDVIEW may be requested from the Office
of Accounting and Budgetary Control (extension 2019).

Maintenance Reserve Accounts
Departments have traditionally allocated a portion of their discretionary funds
for service contracts. As service contracts are not always a wise investment, departments
may choose to assume some risk and establish a maintenance reserve account in lieu of
purchasing service contracts.
The funds normally allocated for service contracts can be placed in a
departmental reserve account to fund needed equipment repairs. Any funds remaining in
this account near the end of the fiscal year may be utilized by the department to purchase
replacement parts or equipment.
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In the event that repair costs for any given year exceed the budgeted reserve

funds, additional funds will be advanced from institutional reserves to cover the excess
costs. However, such advances will be charged against the reserve account in the
subsequent fiscal year. If frequent deficit balances occur, however, the department may
be required to suspend the use of a maintenance reserve account and re-establish service
contracts.
Sometimes budget allotments for service contracts are increased during the
development of the annual budget in order to cover inflationary increases. Due to their
similarities, the budget allotments for maintenance reserve accounts will be increased by
the same percentage.
Microcomputer Replacement Program
In fiscal year 1993/94, a microcomputer replacement program was
implemented to replace approximately 1,000 existing MS-DOS and Macintosh
microcomputers in use in classrooms, labs and offices over a five-year period. Each year
the program's budget is increased by approximately $100,000 for the acquisition of 200
replacement microcomputers. When the program is fully funded in the fifth year
(19997/98), the University will be able to continually replace and update these machines
on a scheduled basis. Replaced technology will be sold as surplus equipment.
In addition to replacing existing microcomputers, the program also provides

departments the ability to acquire additional microcomputer workstations with a continual
five-year replacement schedule. Each fiscal year, departments may choose to permanently
allocate funds (approximately $500) for an additional microcomputer workstation. This
permanent, recurring fund allocation places a new microcomputer within the department
that is serviced at no cost and replaced every five years with new equipment. All
replacement and initial placement acquisitions are made in bulk at the beginning of each
fiscal year.
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Requests for Contingency Funds

A limited pool of funds is normally budgeted each year for emergencies and
unanticipated expenditures. Requests for the use of the President's contingency funds must
be submitted through the appropriate Vice President to the President.
Requests for Carry-Forward of Funds
In order to provide for adequate reserves, unexpended funds lapse to the

general fund at the end of each fiscal year (unrestricted accounts only).
exceptions to this policy follow:
A.

General

Prior Year Encumbrances
The Office of Accounting and Budgetary Control establishes the annual
fiscal year end closing procedures. Charges for goods or services must be
allocated to the fiscal year in which the goods are received or in which the
services are rendered. Situations occasionally occur when merchandise
ordered in one fiscal year is not received until after the start of the next
fiscal year. In these cases, the department's new fiscal year budget is
charged with the expenditure.
If adequate funds are not available in the new fiscal year and the purchase

requisition was submitted in accordance with the fiscal year end closing
procedures, unit administrators may request that encumbered funds from the
prior year be carried forward. This written request must be directed to the
Budget Office and should include the purchase order number and a brief
explanation of why the merchandise was not received or the service was not
rendered in the prior year and why the department's current budget can not
accommodate the charges. Only requests for encumbered purchase orders
which exceed $50 will be considered. If the request is approved, the Budget
Office will process the budget transfers to carry forward the funds.
B.

Revenue Centers and Research Projects
Activities of revenue centers and research projects may span fiscal years
and, thus, may require carry forwards of unexpended funds. In such cases,
unit administrators should submit written requests for a carry forward of
funds to the Budget Office. The memorandum should set forth the reason
for the carry forward and an estimated time frame for incurring the related
expenditures. If approved, the Budget Office will process the budget
transfers to carry forward the funds.
16

C.

Departmental Access Cards and Copy Cards
Unexpended funds on departmental access cards and copy cards do not lapse
at the end of fiscal years. Each department may maintain up to $500 on
their departmental access card account. Even though there are no limits on
the amount of funds that may be placed on a copy card, departments should
not place large amounts on these cards due to their susceptibility to being
lost or stolen. The unused funds on a copy card will not be recovered if the
card is lost or stolen. If a departmental access card is lost or stolen, the
Office of Access Card Services can place a "block" on the card to prevent
any further unauthorized use of funds.

Funds for the Americans With Disabilities Act (ADA)
The Americans with Disabilities Act requires employers to provide
reasonable accommodation to eligible employees so they will be able to perform the jobs
assigned to them and to be able to receive services equal to their peers. Unit
administrators who hire an eligible employee may request funding from the Coordinator
of the ADA Program to modify and/or add existing work place in order to accommodate
the employee. A limited pool of funds is generally budgeted for expenses related to the
ADA program. Please contact the Office of Risk Management at extension 2077 for more
information.
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APPENDIX I
CALENDAR FOR THE
DEVELOPMENT OF THE ANNUAL OPERATING BUDGET
AND PERSONNEL ROSTER
Target Completion Dates:
•

April 1 - Preliminary budget meeting with the Administration and
Fiscal Affairs Committee of the Board of Regents.

•

May 1 - Personnel Roster and Operating Budget mailed to the Board
of Regents.

Week of:
December 1

Budget Office submits requests for estimates of changes in fixed
costs to the Vice Presidents and appropriate Directors.
Budget Office submits a request for Fall emollment projections to the
Executive Vice President for Academic Affairs.
Budget Office submits a request for Fall housing occupancy
projections to the Vice President for Student Life.

January 8

Budget Office submits the following requests to the Vice Presidents:
1) revenue estimates, 2) changes to the Fee Schedule and
expenditure bases, and 3) any additional resources needed.
Preliminary meeting of the Budget Office, Office of Human
Resources, Payroll Office, and User Services to develop and/or
modify system programs for calculating and implementing new year
salary increases.
Vice Presidents and select Directors submit emollment and housing
occupancy projections and estimates of changes in fixed costs to the
Budget Office.
Preliminary meetings with the Fiscal Affairs Committees of the
Faculty Senate and Staff Congress to discuss the salary and wage
increase formula.
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January 22

Preliminary meeting of the President, Vice Presidents, and the
Director of Budgets and Management Information to discuss the
operating budget. Periodic budget development meetings will be held
throughout the remainder of this calendar, as needed.

January 31

Departments report staff appraisal scores to the Office of Human
Resources.

February 5

Vice Presidents submit revenue estimates, changes to the fee schedule
and expenditure bases, and requests for additional resources to the
Budget Office.

February 15

Office of Human Resources submits preliminary grouping of exempt
staff eligible for merit pay to Vice Presidents.

February 20

Vice Presidents submit any changes to the exempt staff groupings to
the Office of Human Resources.

NOTE:

The remainder of this calendar is dependent on the enactment of
the Commonwealth's biennial budget.

February 20

President determines new year salary increase pools (across-theboard, merit/longevity, and other).

February 25

Office of Human Resources submits staff's merit/longevity salary
increases to the Budget Office.
Executive Vice President of Academic Affairs submits faculty salary
adjustments (promotions, rank conformations, and other adjustments)
to the Budget Office.
Informational meetings with the Fiscal Affairs Committees of the
Faculty Senate and Staff Congress.

March 8

Preliminary operating budget (exclusive of salaries) issued to the
President and Vice Presidents.
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March 22

Executive Vice President of Academic Affairs submits faculty acrossthe-board and merit increases to the Budget Office.
President and Vice Presidents submit any requests for changes to the
preliminary operating budget.

March 29

Revised operating budget (exclusive of salaries) issued to the
President and Vice Presidents.

April 1

Office of Human Resource and the Budget Office verify the
NEW.YR.SALARY file and roll the information to
SALARY.INFO.FILE.

the

Preliminary operating budget presented to the Administration and
Fiscal Affairs Committee of the Board of Regents.

•

•

April 4

Preliminary personnel roster submitted to President and Vice
Presidents.

April 9

President and Vice Presidents submit any changes to the preliminary
personnel roster.

April 12

Revised personnel roster submitted to the President and Vice
Presidents.

April 15

Final personnel roster and operating budget submitted to Printing and
Publications.

May 1

Operating budget and personnel roster mailed to Board of Regents
members .

20

...

. . . J'.MoREHEArifsf.ATE UNiVEiism ADMINisIBAnVE:REGDLATioN':J

:::: : XQ~) J:!l:

Number:

306. o1

Title:

Originator:

Mr. Porter Dailey, Vice Pre ident for
Administration & Fiscal Services

Initial Adoption:

11-16-92

Revision Dates:
I.

Purpose:

II.

=
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III.

Scope (Who is covered by this U
All regular, full-time Univ

Attach a description of the UAR.
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UAR 306.0 1

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION
Staff Education Bonus Program
TITLE:

RESPONSIBILITIES:

Office of Personnel Services shall be responsible for
·nistering the program.
All su rvisors of all regular, full- me University staff
employee shall be responsible to onitor the educational
progress an identify individuals
o qualify for education
bonuses.

PURPOSE:

The purpose of this gulati n is to formally establish the
guidelines and procedur s fo awarding education bonuses to
University staff employee ho qualify.

BACKGROUND:

The Staff Education Bo s Pr ram was proposed by the Staff
Congress in January 990.
e President approved the
program with some mo ification n May 31, 1990. The Office
of Personnel Services rovided im lementing instructions in a
memorandum to all ice Presiden on July 25, 1990.
As initially implem nted, the Staff E cation Bonus Program
provided "a one-f e bonus for staff who received a new,
higher level deg ee since July 1, 198 and for staff who
received their G D since February 24, 1 89.

GUIDELINES/
PROCEDURES:

To be eligible, an individual must be a re ar, full-time
University staff employee at the time he or sh successfully
completes the ext higher level of educational ac ·evement.
The net bonus
levels are:

ounts applying to achievement of education

GED
Associate Degree
Bachelor's Degree
Master's Degree
Specialist Degree
Doctorate Degree

$ 200
300
400
500
600
1,000

Supervisors of staff employees who become eligible for an
education bonus must submit a Personnel Action Request with
a copy of the diploma, degree, or transcript attached.

M
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MEMORANDUM

FROM:

Porter Dailey, Vice President ~
Administration & Fiscal Services

DATE:

November 18, 1992

RE:

UAR - Staff Education Bonus Program

MOREHEAD, KENlUCKY 40351 -1 689

This memo is to point out that the enclosed UAR - Staff Education Bonus Program
only formalizes an existing policy and does not change that policy in any manner.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

307.02

Title:

Employee Share of Institutional Loss/Deductible

Originator:

Risk Management/Environmental Health and Safety

Initial Adoption: 06/14/1993
Revision Dates:

04/30/2010

I.

Purpose:
To establish a fair and efficient second level of self insurance
which shall define the procedures and personal liabilities for which faculty
and/or staff will be expected to compensate the University when personal
negligence results in a financial loss to the University.

II.

Procedural Reference for:
__
__
__
__
X

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify University self-insurance program

Scope (Who is covered by this UAR?):
All f acuity and staff

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:

307.02

Originator:
Initial Adoption :
Revision Dates:
Purpose :

Risk Management/Environmental Health and Safety
06/14/1993
04/30/2010
To establish a fair and efficient second level of self insurance which shall
define the procedures and personal liabilities for which faculty and/or staff
will be expected to compensate the University when personal negligence
results in a financial loss to the University.
Other - University self-insurance program

Procedural
References For:
Scope (Who Is
Covered By This
UAR?} :
Description:

Employee Share of Institutional Loss/Deductible

All faculty and staff

RESPONSIBILITY

Risk Management/Environmental Health and Safety shall be responsible for
the overall management and coordination of the required elements of the
program .
Each individual employee who handles cash receipts shall be responsible for
compliance with the procedures outlined in PG-46, Policy for Cash Receipts.
Failure to properly adhere to such procedures shall constitute "negligence"
and if so determined, will result in the required reimbursement described
herein.
The Office of the Internal Auditor shall be responsible for determining
compliance/non-compliance in relation to the specifics presented during
the investigation of the loss.
The MSU Police Department will be responsible for investigating all
reported losses.
PURPOSE

To outline a defined protocol to identify the risk and/or liability for which
MSU faculty and staff will be personally liable, as a result of a financial loss
of University funds resulting from their individual negligence.
To establish a second layer of institutional self-insurance.

APPLICABILITY

All faculty and staff.
PROCESS:

Risk Management/Environmental Health and Safety upon receipt of notice
of the loss of funds, shall verify the dollar value of the loss and confirm that
the missing funds were property of MSU.
Upon completion of the initial investigation by the MSU Police Department,
losses in excess of the established deductible will be reported to the State
Department of Insurance, for recovery as per the terms of the coverage
maintained under the appropriate policy.
A copy of the MSU Police Department investigation shall be forwarded to
the Internal Auditor, who shall review the materials to determine if all
applicable University fiscal policies and/or procedures were in full
compliance. If this review reveals the responsible party was not in
compliance with such procedures that individual shall be found "negligent" .
Individuals found to be "negligent", as identified above, shall be personally
liable for the amount lost, up to the full amount of the deductible.
Payment of the required amount shall be due upon receipt of the insurance
company check for settlement of insured loss, or upon verification of loss of
funds below the established deductibles. Both the employee portion of the
deductible and the amount paid from the insurance coverage shall be
deposited in the University account suffering the claimed loss.
Losses resulting from criminal action of the employee shall be exempt from
this procedure.
Approved by: Wayne D. Andrews, Presid nt Date: ~

!j{l;#

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade ; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

·om:

:mt:
To:

Cc:

Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs list ed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academ ic Deans
ecutive Director Regional Engagement
. . :e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affai rs

University Administrative Regulations Web Page:
http://www.moreheadstate .edu/daa/uar/index.aspx?id =340

...... 4.02

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President : 8/17/2010
1

126.02

Faculty International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17/10

127.02

Student International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President : 8/17 /10

131.01

Excused Absences Policy
Initial Adoption : 7/1/10
Signed by President : 7/29/10

132.01

Transfer Credit Appeal
Initial Adoption: 9/1/10
· Signed by President : 9/7 /10

301.03

Staff Performance Management System
Revision: 4/9/10
Signed by President : 8/17 /10

303 .02

Americans with Disabilities Act Complaint Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

307 .02

Employee Share of Institutional Loss/Deductible
Revision: 4/9/10
Signed by President : 8/17 /10

308 .02

Telecommunications Resource Usage
Revision : 4/9/10
Signed by President: 8/17 /10

309.02

Accident Reporting Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

310.02

Administrative Data Responsibility
Revision : 4/9/10
Signed by President: 8/17 /10

311 .02

MSU Student Motor Vehicle Operating Program
Revision: 4/9/10
Signed by President: 8/17 /10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
Morehead State University
Howell-McDowell
·ehead , KY 40351
(606) 783-2002
m.frase r@moreheadstate.edu
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

307 .01

Thk:

Employee Share of Institutional Loss/Deductible

Originator:

Office of Risk Management

Initial Adoption:

June 14, 1993

Revision Dates:
I.

Purpose:

II.

Procedural Reference for:

To establish a fair and efficient second level of
self insurance, which shall define the procedures and personal
liabilities, which faculty and/or staff will be expected to
compensate, when personal negligence is a factor resulting in
a financial loss to the University.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
- - CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
- - BOR policy, specify
- - UAR, specify
----------------x
III.

Other, specify

University self-insurance program

Scope (Who is covered by this UAR?):
All faculty and staff

Attach a description of the UAR.

~

)6 ,g:~

Ronald G. Eaglin, Presidftt

Date

UAR 307.01

Morehead State University
Administrative Regulation

Title:

Employee Share of Institutional Loss/Deductible

Responsibility:

The Office of Risk Management shall be responsible for the
overall management coordination of the required elements
of the program .
Each individual employee who handles cash receipts shall
be responsibile for compliance with the procedures outlined
in PG-46, Policy for Cash Receipts. Failure to
properly adhere to such procedures shall constitute
"negligence" and if so determined will result in the required
reimbursement described herein.
The Office of the Internal Auditor shall be responsible for
determining compliance/non-compliance in relation to the
specifics presented during the investigation of the loss.
The Office of Public Safety will be responsible for
investigating all reported losses.

Purpose:

To outline a defined protocol to identify the risk and/or
liability for which MSU faculty and staff will be personally
liable, as a result of a financial loss of University funds
resulting from their individual negligence.
To establish a second layer of institutional self insurance.

Applicability:

All faculty and staff who handle University funds.

Process:

The Office of Risk Management, upon receipt of notice of
the loss of funds, shall verify the dollar value of the loss and
confirm that the missing funds were property of MSU.
Upon completion of the initial investigation of the MSU
Office of Public Safety, losses in excess of the established
deductible will be reported to the State Department of
Insurance, for recovery as per the terms of the coverage
maintained under the appropriate policy(ies).

,; '
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UAR 307.01

A copy of the Public Safety investigatiorr shall· be forwarded
to the Internal Auditor, who shall review the materials to
determine if all applicable University fiscal policies and/or
procedures were in full compliance. If this review reveals
the responsible party was not in compliance with such
procedures that individual shall be found "negligent."
Individuals found to be "negligent", as identified above,
shall be personally liable for the amount lost, up to the
full amount of the deductible.
Payment of the required amount shall be due upon receipt
of the insurance company check for settlement of insured
loss, or upon verification of loss on funds below the
established deductibles. Both the employee portion of the
deductible and the amount paid from the insurance
coverage shall be deposited in the University account
suffering the claimed loss.
Losses resulting from criminal action of the employee shall
be exempt from this procedure.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

308.02

Title:

Telecommunications Resource Usage

Originator:

Office of Information Technology

Initial Adoption: 06/14/1993
Revision Dates:

04/30/2010

I.

Purpose:
To insure all University telecommunications resources are
properly utilized and maintained to effectively address the service mission
of Morehead State University

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All faculty, staff and students

Attach a description of the UAR.

(Description Attached)

Date

UAR Number:
Title:

Originator:
Initial Adoption :
Revision Dates :
Purpose:

Procedural
References :
Scope {Who is
covered by this
UAR?):
Description:

308.02
Telecommunications Resource Usage

Office of Information Technology

06/14/1993
04/30/2010
To insure all University telecommunications resources are properly
utilized and maintained to effectively address the service mission of
Morehead State University.

All faculty, staff and students.

The following statements will function as Morehead State University's
official guidelines for connection to and use of devices that are
associated with the University's telecommunications network.
RESPONSIBILITY

The Office of Information Technology shall be responsible for the
administration and expansion of all voice, data, and video networks
owned or leased by the University.
PURPOSE

To insure all University telecommunications resources are properly
utilized and maintained to effectively address the service mission of
Morehead State University.
DEFINITIONS

For purposes of this document, the following definitions apply:
Device: Any form of electronic or electromechanical equipment

connected to the University's telecommunications network. This
includes, but is not limited to, telephones, cellular telephones, facsimile
machines, televisions, video cassette recorders {VCR's), multi -user
computer systems, microcomputers, terminals, printers and modems.
Message: Any form of communication which originates and/or

terminates at a device as defined above, or which is dependent in any
fashion on the University's telecommunications network for its
delivery.
Network: All University owned or leased software, transmission
facilities, and communications cabling with a primary purpose of the
delivery of messages as defined above.

USAGE GUIDELINES
1. All telecommunications devices are intended to be used for the day-

to-day operations and services of the University. Any personal use
of these devices should be kept to an absolute minimum.
Supervisors are responsible for monitoring the extent of personal
usage and taking appropriate actions when necessary. Student use
of networked resources must be in accordance with established
student policies and procedures as defined in the "Eagle" student
handbook and guidelines set forth by Information Technology
Network Services and by other University policies and procedures.
2. All use of telecommunications devices must be in accordance with
local, state, and federal laws and regulations.
3. Annoying, harassing, threatening, and obscene messages are strictly
forbidden and punishable under state law. If such messages are
received, appropriate steps should be taken to stop the
transmission of the message from continuing (e.g., hang up the
phone, log off your computer terminal, etc.). If these messages
persist, contact the Office of Information Technology. Threatening
or obscene messages should be immediately reported to the MSU
Police Department.
4. Any use of telecommunications devices for personal financial gain is
prohibited and may be subject to prosecution. This includes, but is
not limited to, transmitting or receiving messages offering to buy or
sell goods or se rvices or using a device in the development of goods
or services intended for resale . This does not include limited use, in
accordance with Section 1 above, when the primary intent is not to
make a profit (e.g., responding to an advertisement of a used
vehicle for sale).
5. Long distance and toll free numbers are provided for use in the
daily operation of the University. Personal long distance calls should
not be made except in the case of a persona l emergency. Any
person making a personal long distance call is required to reimburse
the University for the cost of the call. University personnel should
not use the toll free numbers to receive calls of a personal nature.
6. Personnel desiring to connect a device to or relocate an existing
device on the University's network must contact the Office of
Information Technology Help Desk at 783-5000 to place a work
order. If a device is being relocated (even within the same office)
whereby the connection to the University network is changed (i.e.,
must plug into a different communications wall outlet), personnel

must contact the Office of Information Technology Help Desk at
783-5000 to place a work order. Each employee has the
responsibility to further communicate to Support Services the
details of University equipment (re)locations.
7.

All equipment purchased with the intent of connecting said
equipment to the University's network shall be reviewed according
to the University Administrative Regulation (UAR) for Techno logy
Acquisitions and Management. Where appropriate, proof of
conformance with the UAR for Technology Acquisitions and
Management will be required before approval of connection to the
network is granted.

8.

Any connected device that, through its normal operation or
because of malfunction, causes degradation in network
performance that affects other users of the network will be subject
to disconnection from the network. The suspect device must be
replaced or repaired to the satisfaction of the Office of Information
Technology before the connection will be re -established .

9. Facilities Management shall notify the Office of Information
Technology at least 2 work weeks in advance of any facility
renovations . This requirement applies regardless of whether
network access or modifications are required at the time
renovations are complete .
10. All plans for new construction and major renovations shall conform
to the University's Standards for Telecommunications Cabling. The
Office of Information Technology shall be notified by Facilities
Management of the availability of plans for review no later than the
'Phase B' submittal.
11. All moves, additions, and changes to the network shall be
performed in accordance with the UAR related to Technology
Acquisitions and Management and the University's Standards for
Telecommunications Cabling. All such activities will require the
approval of the appropriate supervisor of the requesting
department or unit.
12. The University is not responsible for support, loss, or damage to
any personal telecommunication equipment that may be utilized by
faculty, staff or students to access the campus telecommunication
network.
13. The use of personal equipment to access the University
telecommunication network must be authorized by the Office of

Information Technology. Individuals may be held responsible for
damages of University resources resulting from an unauthorized use
of personal equipment.

Approved by: Wayn: . v ~nt

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2 :20 PM
Beth G . Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Ji ll C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers ; Mike Walters ; Student Government Association
Donna Kay Calvert; Betty Jo Wallace ; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

rom:
ent:
To:

Cc :
Subject:

Sent on behalf of the Provost:
Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
.ecutive Director Regional Engagement
• ,ce President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page:
http://www.moreheadstate .edu/daa/uar/index.aspx?id =340

.LL4.02

Procedures for Closing of School Due to Hazardous Weather
Revision: 8/9/10
Signed by President: 8/17/2010
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Revision: 4/9/10
Signed by President: 8/17 /10
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• MOREHEAD STAtefUriilvERSlTV AbMtNfSTRAtive!REGULA'ttON
•· < (ti.AR)> •·.•.• ·•·

Number:

?

308.01

Title:

TELECOMMUNICATIONS RESOURCE USAGE

Originator:

Office of Information Technology

Initial Adoption:

June 14, 1993

Revision Dates:

I.

Purpose:

11.

Procedural Reference for:

•

To insure all University telecommunications resources are properly
utilized and maintained to effectively address the service mission
of Morehead State University.

KRS, specify
CHE policy, specify
BOR policy, specify
UAR, specify
Other, specify

111.

Scope (Who is covered by this UAR?) :
This regulation applies to all Morehead State University full-time and
part-time faculty, staff, and students. The following statements will
function Morehead State University's official guidelines for connection
to and use of devices that are associated with the University's
Telecommunications Network.

Attach a description of the UAR .
Approved by:

•

~ JG_ ~iiL
Ronald G. Eaglin, Pr~Jint

Date

Morehead State University
Administrative Regulation

UAR 308 . 01

Title:

TELECOMMUNICATIONS RESOURCE USAGE

Responsibility:

The Office of lnforrnation Technology shall be responsible for
the administration and expansion of all voice, data, and video
networks owned or leased by the University.

Purpose:

To insure all University telecommunications resources are
properly utilized and maintained to effectively address the
service mission of Morehead State University.

Appli~ability:

This regulation applies to all Morehead State University full-time
and part-time faculty, staff, and students. The following
statements will function as Morehead State .U niversity's official
guidelines for connection to and use of devices that are
associated with the University's Telecommunications Network.

· Definitions
For purposes of this document, the following definitions apply:

April 1993

device

Any form of electronic or electromechanical equipment
connected. to the University's telecommunications
network. This incJudes, but is not limited to, telephones,
cellular telephones, facsimile machines, televisions, video
cassette recorders (VCR's), multi-user computer systems,
microcomputers, terminal~, printers, and modems.

message

Any form of communication which originates and/or
terminates at a device as defined above, or which is
dependant in any fashion on the University's
telecommunications network for it's delivery.

network

All University owned or leased software, transmission
facilities , and communications cabling with a primary
purpose of the delivery of messages as defined above.
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TELECOMMUNICATIONS RESOURCE USAGE

UAR 308.01

Usage Guidelines
1.

All telecommunications devices are intended to be used for the day-to-day
operations and services of the University . Any personal use of these devices
should be kept to an absolute minimum. Supervisors are responsible for
monitoring the extent of personal usage and taking appropriate actions when
necessary. Student use of networked resources must be in accordance with
established student policies and procedures as defined in the "Eagle" student
handbook 1 and guidelines set forth by the Office of Academic Computing
and by other University policies and procedures.

2.

All use of telecommunications devices must be in accordance with local,
state, and federal laws and regulations.

3.

Annoying, harassing, threatening, and obscene messages are strictly
forbidden and punishable under state law. If such messages are received,
appropriate steps should be ·taken to stop the transmission of the message
from continuing (e.g., hang up the phone, log off your computer terminal,
etc.). If these messages persist, contact the Office of Information
Technology. Threatening or obscene messages should be immediately
reported to the Office of Public Safety.

4.

Any use of telecommunications devices for personal financial gain is
prohibited and may be subject to prosecution 2 • This includes, but is not
limited to, transmitting or receiving messages offering to buy or sell goods or
services or using a device in the development of goods or services intended
for resale. This does not include limited use, in accordance with Section 1
above, when the primary intent is not to make a profit (e.g., responding to
an adv·ertisement of a used vehicle for sale) .

5.

Long distance and wide area transport services (WATS) are provided for use
in the daily operation of the University. Personal long distance calls should
not be made except in the case of- a personal emergency. Any person
making a personal long distance call is required to reimburse the University
for the cost of the call. University personnel should not use the WATS
service to receive calls of a personal nature. In the event that a personal
WATS call is received at the University switchboard, the call will not be
forwarded, and the recipient's supervisor will be notified.

1

The Student Conduct Code is detailed in the Eagle, the official Morehead State University student
handbook developed by the Division of Student Life.
2 · Several statutes and regulations may be applied to th is situation. These include Kentucky Revised
Statutes 514.060, 514 .065 , and 514 .070 wherein such actions may be considered a Class D felony .
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UAR 308 .0 1

6.

Facsimile (FAX) services are provided for the daily operation of the
University. Offices wishing to transmit a FAX message should deliver to the
University switchboard the printed materials, along with destination
information and the receiving FAX telephone number. Recipients of FAX
messages will be notified by telephone. Unless other arrangements are
made, FAX messages which are not picked up within 24 hours will be
placed in the University's campus mail system. Undeliverable FAX
messages will be destroyed after 14 calendar days. Personal FAX messages
may be transmitted provided the sender provides a valid telephone calling .
card number to which the long distance charges will be billed. Personnel
should not direct outside agencies to send personal FAX messages to
University owned or operated equipment.

7.

Personnel desiring to connect a device to or relocate an existing device on
the University's network must provide to the Office of Information Technology written notification approved by the immediate supervisor.
·w ritten notification should include the following information: 1) the building
and room where the device will be located, 2) the make and model of the
equipment (e.g., Hewlett Packard LaserJet Ill), and 3) the type of connection
that is desired (i.e., telephone for faculty use, PC connection to campus data
network, etc.). If a device is being relocated (even within the same office)
whereby the connection to the University network is changed (i.e., must
plug into a different communications wall outlet), written communications
with appropriate supervisor approval must also be provided to the Office of
Information Technology at least 2 work weeks in advance of the move.
Each employee has the responsibility to further communicate to the Office of
Fiscal Services the details of University equipment (re)locations.

8.

All equipment purchased with the intent of connecting said equipment to the
University's network shall be reviewed according to the University
Administrative Regulation (UAR) for Technology Acquisitions and
Management. Where appropriate, proof of conformance with the UAR for
Technology Acquisitions and Management will be required before approval
of connection to the network is granted.

9.

Any connected device that, through its normal operation or because of
malfunction, causes degradation in network performance that affects other
users of the network will be subject to disconnection from the network. The
suspect device must be replaced or repaired to the satisfaction of the Office
of Information Technology before the connection will be re-established.

1O.

The Office of Physical Plant shall notify the Office of Information Technology
at least 2 work weeks in advance of any facility renovations. This
requirement applies regardless of whether network access or modifications
are required at the time renovations are complete.
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UAR 308 . 01

11.

All plans for new construction and major renovations shall conform to the
University's Standards for Telecommunications Cabling. The Office of
Information Technology shall be notified by the Office of Physical Plant of
the availability of plans for review no later than the 'Phase B' submittal.

12 .

All moves, additions, and changes to the network shall be performed in
accordance with the UAR related to Technology Acquisitions and
Management and the University' s Standards for Telecommunications
Cabling. All such activities will require the approval of the appropriate
supervisor of the requesting department or unit.

13.

The University is not responsible for support, loss, or damage to any
personal telecommunication equipment that may be utilized by faculty, staff
or students to access the campus telecommunication network.

14.

The use of personal equipment to access the University telecommunication
network must be authorized by the Office of Information Technology.
Individuals may be held responsible for damages of University resources
resulting from an unauthorized use of personal equipment.

April 1993
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number:

309.02

Title:

Accident Reporting Procedures

Originator:

Risk and Compliance Manager

Initial Adoption: 06/14/1993
Revision Dates:

04/30/2010

I.

Purpose:
To provide a defined systematic procedure for the
identification and documentation of accidents which occur on Morehead
State University property. To utilize the documentation to identify and
mitigate any physical conditions that represent continuing risk to the
academic, occupational, or social activities within the University
community.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All faculty and staff

Attach a description of the UAR.

(Description Attached)

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose :

Procedural
References:
Scope {Who Is
Covered By This
UAR?):
Description:

309.02
Accident Reporting Procedures
Risk and Compliance Manager
06/14/1993
04/30/2010
To provide a defined systematic procedure for the identification and
documentation of accidents which occur on Morehead State University
property. To utilize the documentation to identify and mitigate any
physical conditions that represent continuing risk to the academic,
occupational, or social activities within the University community.

All faculty and staff

RESPONSIBILITY:
Risk Management/Environmental Health and Safety shall be
responsible for defining and managing the accident reporting and
documentation process, in addition to administrative oversight of the
corrective actions necessary to maintain a safe campus environment.
APPLICABILITY:
This regulation applies to all Morehead State University faculty and
staff who supervise any academic, occupational, continuing education
or social/recreational activity or who respond during emergency
assistance.
PROCESS:
It shall be the responsibility of the faculty or staff member supervising
any activity on Morehead State University property to complete the
MSU Accident Report on any accident which results in personal injury.
When an accident occurs apart from a supervised activity, the
responding MSU Police Officer shall complete the report . The
completed form shall be forwarded, within three (3) working days to
Risk Management/Environmental Health and Safety.
Risk Management/Environmental Health and Safety shall develop and
implement a comprehensive management procedure to assure
appropriate documentation and follow-up in response to both physical
conditions and/or operational procedures that may represent a
continuing risk to the academic, occupational, continuing education or

social/recreational activities conducted within the University
Community.
Risk Management/Environmental Health and Safety staff shall work
cooperatively with the Office of Human Resources and University
departments experiencing occupational work force related injuries. A
review of procedures, equipment and the work environment will be
conducted to assure the return of a risk free working environment.
Employees experiencing work related injuries shall be counseled and
review appropriate safety procedures relative to the activity which
resulted in their injury.
Approved by: Wayn~

nt

Maria Fraser
Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith W ilcox; Janet Katherine Skidmore; Joyce
Ann Meade; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

rom :
ent:
To:

Cc:

Subject:

Sent on behalf of the Provost:
Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List:
Provost and Vice President for Academ ic Affairs
Associate Vice President, Academic Affa irs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
•. .:e President for Admin istration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President fo r Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page :
http ://www.moreheadstat e. edu/daa/uar/index.aspx?id =340

u.4.02

Procedures for Closing of School Due to Hazardous Weather
Revision : 8/9/10
Signed by President: 8/17/2010
1

126.02

Faculty International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President: 8/17/10

127.02

Student International Identification Cards & Medical Insurance
Revision : 4/9/10
Signed by President : 8/17 /10

131.01

Excused Absences Policy
Initial Adoption: 7/1/10
Signed by President: 7/29/10

132 .01

Transfer Credit Appeal
Initial Adoption: 9/1/10
Signed by President: 9/7 /10

301.03

Staff Performance Management System
Revision : 4/9/10
Signed by President: 8/17 /10

303 .02

Americans with Disabilities Act Complaint Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

307 .02

Employee Share of Institutional Loss/Deductible
Revision : 4/9/10
Signed by President: 8/17 /10

308.02

Telecommunication·s Resource Usage
Revision : 4/9/10
Signed by President: 8/17 /10

309.02

Accident Reporting Procedures
Revision: 4/9/10
Signed by President: 8/17 /10

310.02

Administrative Data Responsibi lity
Revision : 4/9/10
Signed by President : 8/17 /10

311.02

MSU Student Motor Vehicle Operating Program
Revision : 4/9/10
Signed by President: 8/17 /10

Maria Fraser
Academic Affairs Staff Assistant
Office of the Provost
u"rehead State University
5 Howell-McDowell
.. ,_rehead, KY 40351
(606) 783-2002
m.fraser@ moreheadstate .edu

2

.

.\

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATIOti?
(UAR)
Number:

309.01

Title:

Accident Reporting Procedures

Originator:

William T. Rosenberg, Director Risk Management

Initial Adoption:

June

14, 1993

Revision Dates:

I.

II.

Purpose:
To provide a defined systematic procedure for the
identification and documentation of accidents which occur on
Morehead State University property. To utilize the documentation
to identify and mitigate any physical conditions that represent
continuing risk to the academic, occupational or social activities
~f the Universityf cornrnunity.
t'rocedural Keterence or:
.
KRS, specify-~·_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
All MSU faculty and staff.

Attach a description of the UAR.
Approved by:

Date

UAR 309. 01

Morehead State University
Administrative Regulation

Title:

Accident Reporting Procedures

Responsibility:

The Office of Risk Management shall be responsible for
defining and managing the accident reporting and
documentation process, in addition to administrative
oversight of the corrective actions necessary to maintain a
safe campus environment.

Purpose:

To provide a defined systematic procedure for the
identification and documentation of accidents which occur
on Morehead State University property. To utilize the
documentation to identify and mitigate any physical
conditions that represent continuing risk to the academic,
occupational or social activities of the University community.

Applicability:

This regulation applies to all Morehead State University
faculty and staff who supervise any academic, occupational,
continuing education or social/recreational activity or who
respond during emergency assistance.

Process:

It shall be the responsibility of the faculty or staff member
supervising any activity on Morehead State University
property to complete the MSU Accident Report on any
accident which results in personal injury. When an
accident occurs apart from a supervised activity, the
responding Public Safety Officer shall complete the report.
The completed form shall be forwarded, within three (3)
working days to the Office of Risk Management.
The Office of Risk Management shall develop and
implement a comprehensive management procedure to
assure appropriate documentation and follow-up in
response to both physical conditions or operational
procedures that may represent a continuing risk to the
academic, occupational, continuing education or
social/recreational activities conducted within the University
Community.

UAR 309. 01

MSU Occupational Safety and Health staff shall work
cooperatively with the Office of Personnel Services and
University departments experiencing occupational work
force related injuries. A review of procedures, equipment
and the work environment will be conducted to assure the
return of a risk free working environment. Employees
experiencing work related injuries shall be counseled and
review appropriate safety procedures relative to the activity
which resulted in their injury.

MSU Office of
Risk Management

UAR 309.0 1

Flow Chart for MSU Accident Reports
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UAR 309.01

Morehead State University
Accident Report Form

This report should be completely filled in and submitted within three (3) working days of any accident involving
personal injury to any person on the premises of Morehead State University. Each item shou ld be answered legibly,
accurately, and completely. If a question does not apply to the case , please mark it NIA. Attach extra sheet(s) if needed.
Name of Injured Person : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date of Birth: _ _ _ _ _ _ _ _ _ __
Injured Person is:

) An employee of the University

(

An MSU student

) Other

Address: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ City: _ _ _ _ _ _ _ __ _ _ _ __
State:

_ _ _ _ _ _ _ _ _ _ Zip _ _ _ _ _ _ _ Telephone No: (
) _ _ _ _ _ _ _ _ _ _ _ _ __
Number
Area Code

Date Of Accident:

----------

Time of Accident: _ _ _ _ _ _ A.M. or P.M. (Circle)

Location of Accident: (Include facility name & room number and type of facility (i.e. classroom, laboratory, gymnasium,
residence hall, etc. ) where applicable. If not within a facility give street or geographic reference in relation to nearest facility.)

Describe the accident and circumstances which resulted in the accident: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Was this injury sustained during or as part of a class or class related activity:

) No

) Yes

If "yes" what was the class: _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Section No: _ _ _ _ __
Professor: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - Was this professor present when the accident occurred:

) No

) Yes

If "no" was an authorized representative of this professor present:

) No

) Yes

If "yes" name of person and his/her capacity : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Was First Aid administered to the injured person: (

) Yes Bywhom: _ _ _ _ _ _ _ _ _ _ _ _ __

) No

Describe the First Aid treatment administered: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Was the injured person transported for medical assistance:
) Yes - If yes where taken (

) University Infirmary (

) No Why not? _ _ _ _ _ _ _ _ _ _ _ _ _ __
Hospital

(

) Physician - Name? _ _ _ _ _ _ _ __

By whom and by what means of transportation: _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ __ _ _ _ __
Time accident scene cleared: _____ A.M. / P.M. (Circle)
Form completed by: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date Completed: _ _ _ _ _ _ __
Print name & title
Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Complete Witness List on Back of this form

2

Wltness(es) to the accident described In this report:
Witness statement acknowledged by the affixing of signature: "I, the undersigned did witness the accident identified on this
report and attest, to the best of my knowledge, as to the accuracy of the information reported.

================================================================================================
Witness - Print Name

Address - Number & Street

City

State

Zip

Telephone Number to include Area Code

Date

Signature

-==---=~-=-=z~==-=-----==----===--=-----------==------------------------------------------------Witness - Print Name

Address - Number & Street

City

State

Zip

Telephone Number to include Area Code

Date

Signature

==============================================================================================
Witness - Print Name

Address - Number & Street

City

State

Zip

Telephone Number to include Area Code

Date

Signature

=================================================================================================
Distribution :

Send Orig inal:
Copies to :

Office of Risk Management - UPO 916
For accident involving employee - That employees Department
For accident involving student injured in academ ic class - Academ ic Department Head
For accident involving student injured in student activity - V.P. Student Life
For accident involving non-University individual - Dept. Head of Univ. unit hosting event

===================================================================================================
Date Orig inal Report Received at Office of Risk Management: _ _ _ _ _ _ _ _ _ __
Case Number Assigned : _ _ _ _ _ _ _ _ _ __
Notes:-- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

UAR 309.01

Supervisor's Accident Investigation Report
Used In conjunction with MSU Accident Report Form
Name of Injured employee:

Social Security Number: _ _ _ _ _ __

Department: _ _ _ _ _ _ _ _ _ _ _ _ _ Job Title: _ _ _ _ _ _ _ _ How long in this position: _ _ _ __
Name and title of injured employee's immediate supervisor: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
1. In what activity was the individual engaged in at the time of the accident?

2. What caused the accident? (Determine to the extent possible which equipment, materials or people were involved.)

3. What actions do you suggest to prevent a recurrence of this kind of accident?

Date Report Prepared
4.

Signature of Supervisor completing report

Action reviewed by up-line supervisor and recommendation(s)/approval for corrective action(s).

Signature of Reviewing Supervisor

Date Reviewed

=========================================================================================
5. Document immediate supervisor meeting with injured employee and review of findings and recommendations for improved
working procedure(s).
Date of Meeting: _ _ _ _ _ __

Time: _ _ _ _ Location: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

I hereby acknowledge that I have been advised of the safety procedures identified within this report.

Employee's Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ _ __

================================================================================================
Distribution :

Send Original To:
Copies To:

Occupational Safety & Health
Injured Employee's Department
Injured Employee
Office of Human Resources

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

310.02

Title:

Administrative Data Responsibility

Originator:

Office of Information Technology

Initial Adoption: 06/14/1993
Revision Dates:

04/30/2010

I.

Purpose:
To ensure all University administrative data resources are
properly utilized and maintained to effectively address the service mission
of Morehead State University.

II.

Procedural Reference for:

__
__
__
__
__
Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All faculty, staff, and student workers

Attach a description of the UAR.

(Description Attached)

Approved by:

W
td~,P~

Date

UAR Number:
Title:
Originator:
Initial
Adoption :
Revision Dates:
Purpose :

310.02
Administrative Data Responsibility
Office of Information Technology

06/14/1993
04/30/2010
To ensure all University administrative data resources are properly utilized
and maintained to effectively address the service mission of Morehead State
University

Procedural
References :
Scope (Who is
covered by this
UAR?):
Description:

All faculty, staff, and student workers

Responsibility:

The following statements will function as the official guidelines of Morehead
State University as it relates to the use and security of all administrative data.
The Office of Information Technology shall have the responsibility for the
development of the regulations and procedures by which the University faculty,
staff and students will operate to ensure the quality and security of all
University administrative data located on University enterprise servers,
departmental servers, desktop computers or other electronic storage devices.
This includes student-, financial-, alumni-, employee-, library-, policy-, and
budget-related data.
Purpose:

The University maintains data which are essential to performing business.
These data are to be viewed as valued resources over which the University has
both rights and obligations to manage, secure, protect, and control. This policy
addresses data issues such as the rights and responsibilities of authorized
persons in the handling of, as well as, the security and protection of University
data accessible by employees in their official University capacities.
Objective:

To identify proper procedures and regulations for handling and securing
University administrative data. While these data may reside in different data
base management systems and on different machines, these data aggregate
may be thought of as forming a logical data base, which will be herein called
the Administrative University Data Base (AUDB) . This terminology is not
intended to imply that these data now or in the future should reside in a single
physical data base . Rather, it is a recognition that regardless of where these
data reside, there are some general principles of data management that should
be applied in order to maintain the value and guarantee effective use of

information resources.
Applicability:

This regulation applies to all Morehead State University full-time and part-time
faculty, staff and student workers that access administrative data . The
following statements will function as the official guidelines of Morehead State
University as it relates to the use and security of all administrative data.
Data Systems:

University data is maintained on a variety of computer data bases. The
following table outlines some, but not all, of the current major
systems/networks. The Office of Information Technology maintains a current,
complete listing of all systems.

Data Base

System

Datatel
Colleague

IBM P570

Exlibris
Voyager

Hosted by the
Kentucky Virtual
Library

University File
Servers

Various Windows
File Servers
available via the
University LAN
and WAN
Aastra E14 Phone
Switch
Octel Aria 350

Phone System
Data Base
Voice Mail
System

Description of Application

Datatel Colleague Enterprise Resource
Planning (ERP) System provides an
integrated administrative system for
admissions, student records, finances
and accounting, student accounts,
financial aid, human resources and
other administrative functions.
The library system houses the catalog
system for the resources available in
the Camden-Carroll library. Also
maintained in this system is patron
information.
The University maintains a system of
file servers available for storage of
documents created and maintained by
offices within the University.
Contains university telephone data and
call tracking information.
Voice messages of faculty, staff and
students having an assigned voice
mailbox.

Electronic Mail
System

Microsoft
Exchange

Email messages of faculty and staff.

Departmental

Desktop and
mobile
computers

Various administrative data maintained
on desktop and mobile computer
equipment.

Ownership Of Administrative Data:

In order to control access and update capabilities, an individual residing in the
user area responsible for the specific application is designated the data
custodian. This individual performs in a supervisory or managerial capacity and
is responsible for the data residing in the designated application. The
responsibilities of the data custodian are to:
•

Ensure proper operating controls over the application in order to
maintain a secure processing environment.

•

Ensure accuracy and quality of data residing in the application ;

•

Approve all requests for access to and update capability for the specific
application;

•

Ensure system issues impacting the quality of data within the system are
properly reported and adequately resolved .

•

Ensure data elements maintained are consistent with official university
reporting requirements.

•

Respond to requests for ad-hoc (QUERY) reports for data residing in the
application .

A list of data custodians and the applications in which they manage data is
maintained by the Director of Information Technology Applications Services.
Passwords:

Passwords are a critical component to the computer system's security. To
property control passwords and maintain their integrity, the guidelines below
should be followed by every data user:
•

Users must never give out their personal password to anyone; sharing of
passwords is a violation of this policy. Granting of a password to a user
extends responsibility to that user to maintain confidentiality of
restricted data without exception.

•

Account access will be terminated upon notification of an employee's
termination or suspended for employment transfer until request for
access has been made.

Request For Access:

Access capabilities for an individual employee or authorized user must be
approved by the supervisor and appropriate data custodian assigned to the
data application . (See OWNERSHIP OF ADMINISTRATIVE DATA).
Data Accuracy:

The accuracy of each data element within the AUDB must be maintained at all
times . The following guidelines should be followed to ensure data accuracy:
•

Applications that capture and update data should incorporate edit and

validation checks where possible to assure the accuracy of data.
•

Each data user has the responsibility of questioning any data elements
that do not agree with hardcopy or other validating documents. The
data user must provide as much detailed information of the suspected
problem to the data custodian and assist with correction as soon as
possible.

•

The data custodian is responsible for responding to data element
questions and working the Office of Information Technology if necessary
to correct any inconsistencies.

Upon notification of erroneous data, corrective measures should be taken by
the Office if Information Technology and the data custodian to:
•

Correct the cause of the erroneous data

•

Correct the data base elements involved

•

Notify users who may have accessed erroneous data

NOTE : Problems with data on the Exlibris Voyager library system should be
reported to and handled by the Camden Carroll Library Staff.

Distributing Administrative Information:

Just as caution must be exercised in granting access capabilities to
administrative data, such caution must also be extended to the distribution of
administrative information. Each user must follow the guidelines below when
distributing information :
•

Ensure that the information distributed is in compliance with any
regulatory requirements (e.g. Buckley amendment) or university policy.

•

Ensure that distribution methods (paper, diskette, or electronic
transfer) are appropriate and provide adequate security over the
information contained on the particular media.

•

Maintain confidentiality of restricted data .

•

Ensure that authorization for releasing data has been received from the
data custodian .

Data Security Breaches:

If any user becomes aware of possible breaches in administrative
data/computer security, that user is responsible for reporting the occurrence(s)
to the Office of Information Technology, the data custodian, or any member of
the Technology Resources Committee. Such reports will be held in strict
confidence

Approved

by: Wayn:W~? ~

Maria Fraser
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Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCormick; Bob Albert; Cathy Lynne Gunn; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman ; Gerald L. Demoss; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathers; Mike Walters; Student Government Association
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Notice of UAR Postings

ent:
To:

Cc:

Subject:

Sent on behalf of the Provost:

Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division .

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
. :e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for University Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page :
http://www.moreheadstate.edu/daa/uar/index.aspx?id=340
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Number:

310 .0 1

Title:

ADMINISTRATIVE DATA RESPONSIBILI1Y

Originator:

Office of Information Te.chnology

· Initial Adoption:

June 14, 1993

Revision Dates:
To ensure all University administrative data resources are properly
utilized and maintained to effectively address the service mission of
Morehead State University.

I.

Purpose:

II.

Procedural Reference for:
KRS, specify _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify
BOR policy, specify
UAR, specify
Other, specify

III.

Scope (Who is covered by this UAR?):
This regulation applies to all Morehead State University full-time and parttime faculty, staff, and student workers that access administrative data. The
following statements will function as the official guidelines of Morehead State
University as it relates to the use and security of all administrative data

Attach a description of the UAR.

Date

UAR 310. 0 1

Morehead State University
Administrative Regulation
Title:

ADMINISTRATIVE DATA RESPONSIBILITY

Responsibility:

The Office of Information Technology shall have the responsibility
for the development of the regulations and procedures by which
the University faculty, staff and students will operate to ensure
the quality and security of all University administrative data 1
located on mainframe computers, Local Area Networks,
microcomputers or other electronic storage devices.

Purpose:

The University maintains data which are essential to performing
business. These data are to be viewed as valued resources over
which the University has both rights and obligations to manage,
secure, protect, and control. This policy addresses data issues
such as the rights and responsibilities of authorized persons in the
handling of, as well as, the security and protection of University ·
data accessible by employees in their official University capacities.

Objective:

To identify proper procedures and regulations for handfing and
securing University administrative data. While these data may
reside in different data base management systems and on
different machines, these data in aggregate may be thought of as
forming • a logical data base, which will be herein called the
Administrative University Data Base (AUDB) . This terminology is
not intended to imply that these data now or in the future should
reside in a single physical data base . Rather, it is a recognition
that regardless of where these data reside, there are some general
principles of data management that should be applied in order to
maintain the value and guarantee effective use of information
resources.

Applicability:

This regulation applies to all Morehead State University full-time
and part-time faculty , staff and student workers that access
administrative data. The following statements will function as the
official guidelines of Morehead State University as rt relates to the
use and security of all administrative data.

1

Any data utilized for the administration of Morehead State University. This includes
student-, financial-, alumni-, employee-, library-, policy-, and budget-related data.

UAR 310 .0 1

DATA SYSTEMS
University data is maintained on a variety of computer data bases. The
following table outlines some of the current major systems/networks. The
Office of Information Technology maintains a current, complete listing of all
systems.

DATA BASE

SYSTEM

AIMS Data Base

Hewlett-Packard

G50

DESCRIPTION OF APPLICATION
AIMS data base located on the
Hewlett-Packard G50 computer
provides integrated automation to
University administrative offices.

Library LS/2000

Data General

HowellMcDowell LAN

Microcomputer
Local Area
Network

This system is used for office
automation and correspondence sharing
between the offices of the president,
vice-presidents and other key
administrative offices located in the
Howell-McDowell administration
building.

Phone System
Data Base

Bell Atlanticom
Phone Switch

Contains university telephone data and
call tracking information

Departmental

Stand-alone
Micros and LANS

Various administrative data maintained
on microcomputer equipment.

The library system houses the card
catalog system for the resources
available in the Camden-Carroll library.
· Also maintained in this system is
patron information.

UAR 310 .01

Security
Administration
OWNERSHIP OF
In order to control access and update capabilities, an individual
ADMINISTRATIVE residing in the user area responsible for the specific application
DATA
is designated the data custodian 2 . This individual performs in
a supervisory or managerial capacity and is responsible for the
data residing in the designated application . The responsibilities of
the data custodian are to:

2

•

Ensure proper operating controls over the application
in order to maintain a secure processing
environment;

•

Ensure accuracy and quality of data residing in
application;

•

Approve all requests for access to and update
capability for the specific application;

•

Ensure system issues impacting the quality of
data within the system are properly reported
and adequately resolved.

•

Ensure data elements maintained are consistent with
official university reporting requirements.

•

Respond to requests for ad-hoc (QUERY) reports for
· data residing in the application.

The employee/department responsible for managing a segment(s) of the UADB, e.g.,
Registrar is the data custodian for student data records.

,l

UAR 310 .0 1
The table below outlines some of the various applications residing in the AIMS
data base and the respective data custodian for each. A current, complete
listing of all applications on the AIMS data base may be obtained from the
Office of Information Technology . Questions concerning data custodians
should be directed to the Office of User Services.

I

APPLICATION

I

SYSTEM

I

DATA CUSTODIAN

Alumni Records

AIMS

Director of Alumni Relations

Applicant/Prospect
Records (Undergrad)

AIMS

Director of Admissions

Applicant/Prospect
Records (Graduate)

AIMS

Dean, Graduate Programs

Budgetary Records

AIMS

Director of Budgets

Faculty Records
(SACS Database)

AIMS

Dean, Undergraduate
Programs

Financial Records

AIMS

Controller

Grant Information

AIMS

Director of Research ,
Grants and Contracts

Housing Records

AIMS

Director of Housing

Library Records

AIMS
LS/ 2O00

Director of Libraries

Payroll
(Faculty/Staff)

AIMS

Payroll Officer

Personnel/Job
Applicant Records

AIMS

Director of Personnel

Purchasing /Vendor
Records

AIMS

Purchasing Officer

Student Records

AIMS

Registrar

Student Financial
Aid Records

AIMS

Director of Financial Aid

Student Payroll
Records

AIMS

Payroll Officer

Telephone Records
Traffic/Security
Information

Phone Switch
AIMS

Manager, Network Services
Director of Public Safety

I

PASSWORDS

UAR 310 .0 1
Passwords are a critical component to the computer
system's security . To properly control passwords and
maintain their integrity, the guidelines below should be
followed by every data user3 :

•

Users must never give out their personal password
to anyone; sharing of passwords is a violation of this
policy. Granting of a password to a user extends
responsibility to that user to maintain confidentiality
of restricted data without exception .

•

Passwords will be expired upon notification of an
employee ' s termination or employment transfer.

REQUEST FOR ACCESS Access capabilities for an individual employee or authorized
user must be approved by the appropriate data custodian
assigned to the data application. (See OWNERSHIP OF
ADMINISTRATIVE DATA).
Requests for access to
information for multiple divisions or university-wide must be
authorized by an appropriate Vice President.

DATA
ACCURACY

3

The accuracy of each data element w ithin the AUDB must be
maintained ·at all times. The following guidelines should be
followed to ensure data accuracy:
•

Applications that capture and update data should
incorporate edit and validation checks where possible
to assure the accuracy of data .

••

Each data user has the responsibility of questioning
any data elements that do not agree with hardcopy
or other validating documents . The data user must
provide as much detailed information of the
suspected problem to the data custodian and assist
with correction as soon as possible .

•

The data custodian is responsible for responding to

Individuals who are authorized access to university administrative data required to
perform their assigned duties.

UAR 310 .0 1
data element questions and working the Office of
Information Technology if necessary to correct any
inconsistencies.

Upon notification of erroneous data, corrective measures
should be taken by the Office and Information Technology
and the data custodian to:
•

Correct the cause of the erroneous data

•

Correct the data base elements involved

•

Notify users who may have accessed erroneous data

NOTE: Problems with data on the LS/2OOO library system
should be reported to and handled by tt,e Camden Carroll
Library Staff.

DISTRIBUTING
ADMINISTRATIVE
INFORMATION

•

•

Just as caution must be exercised in granting access
capabilities to administrative data, such caution must also
be extended to the distribution of administrative
information . Each user must follow the guidelines below
when distributing information:
•

Ensure that the information distributed is in
compliance with any regulatory requirements (e .g.
Buckley amendment) or university policy.

•

Ensure thatdistribution methods (paper, diskette, or
electronic transfer) is appropriate and provides
adequate security over the information contained on
the particular media.

•

Maintain confidentiality of restricted data.

•

Authorization for releasing data should always be
received from the data custodian .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

311.02

Title:

MSU Student Motor Vehicle Operating Program

Originator:

Office of Facilities Management

Initial Adoption: 09/16/1993
Revision Dates: 04/30/2010
I.

Purpose:
To establish a responsible standard protocol for the
identification and authorization of student operators of University and/or
Commonwealth of Kentucky vehicles.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):
All faculty, staff and students

Attach a description of the UAR.

(Description Attached)

Approved by:

Cf!@§.f:s,i!!.~

Date

UAR Number:
Title:
Originator:
Initial Adoption :
Revision Dates:
Purpose:

Procedural
References:
Scope (Who Is
Covered By This
UAR?}:
Description:

311.02
MSU Student Motor Vehicle Operating Program
Office of Facilities Management
09/16/1993
04/30/2010
To establish a responsible standard protocol for the identification and
authorization of student operators of University and/or Commonwealth of
Kentucky vehicles

All faculty, staff and students

Responsibility

The Office Facilities Management shall be responsible for the overall
management/coordination of the program.
Purpose

To establish a responsible standard protocol for the identification and
authorization of student operators of University and/or Commonwealth of
Kentucky vehicles.
Applicability

All faculty, staff, and students.
Process

Student drivers must meet the following requirements:
1. Student must be at least 18 years of age and be an employee of the
University to drive a sedan (required for insurance purposes). To
drive a 10 passenger University van, a student must be 21 years of
age and follow all guidelines for van certification .
2. Student must fill out the Student Motor Vehicle Operator
Applications in the presence of faculty/staff member and attach a
photocopy of a valid operator's license.
3. A department head and a financial aid officer (to verify the student
is on the University payroll for insurance purposes) must sign the
Student Motor Vehicle Operator Application. After the application is
signed by a financial aid officer, it is forwarded to the MSU Police
Department. The MSUPD checks the driving record and then

forwards the approved name to Facilities Management.
4. Student must complete the Vehicle User Agreement form online and
submit to University Police for approval.
5. The MSUPD sends the completed Vehicle User Agreement to the
Office of Facilities Management Motor Pool Center to finalize the
process. A copy of the agreement will be sent to the requesting
department when the approval process is complete.
Only students who complete the process defined in this UAR will be eligible
to operate University or Commonwealth of Kentucky vehicles.
Approved by: Wayne D. And

ws, Presiden~

<J/; J/rt),

Maria Fraser
·om:

Maria Fraser
Thursday, September 16, 2010 2:20 PM
Beth G. Patrick; Beverly Joyce McCorm ick ; Bob Albert; Cathy Lynne Gunn; Dayna S. Seelig ;
Donna Jo Baker; Gary R. Holeman; Gerald L. Demoss ; James A Shaw; Jane Vescio
Fitzpatrick; Jeffrey Clarke Marshall ; Jill C. Ratliff; Joel Pace; Karla Hughes; Kevin S. Koett; M.
Scott McBride; Madonna Badgett Weathe rs; Mike Walters ; Student Government Association
Donna Kay Calvert; Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce
Ann Meade ; Marcia A Pettit; Pamela Jean Moore; Peggy Breeze; Rosemary Hinton ; Sandra
Lee Ruth ; Sharon S. Reynolds; Theresa Davis; Vanessa R. Webb
Notice of UAR Postings

mt:
To:

Cc:
Subject:

Sent on behalf of the Provost:
Recently, there have been several UAR Revisions and a few Initial Adoption UARs posted to the web. Please see the
UARs listed below. A link to the UAR web page is provided for you to review the postings. Please note that each
VP/recipient of this notice is responsible for distribution to those individuals in his/her division.

UAR Distribution List:
Provost and Vice President for Academic Affairs
Associate Vice President, Academic Affairs/Academic Programs
Assistant Vice President Academic Affairs - IRSA
Academic Deans
ecutive Director Regional Engagement
.. .:e President for Administration and Fiscal Services
Chief of Staff and Vice President for Planning & Budgets
Vice President for Student Life and Dean of Students
Vice President for Un iversity Advancement
Assistant Vice President for Technology
Faculty Senate
Staff Congress
Student Government Association
University Archives/CCL
General Counsel

As we continue to review and revise UARs, we will notify you of new postings.
Thank you,
Karla Hughes
Provost and Vice President for Academic Affairs

University Administrative Regulations Web Page :
http ://www.moreheadstate .edu/daa/uar/index.aspx?id =340
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Number:

311.01

Title:

MSU Student Motor Vehicle Operating Program

Originator:

William T. Rosenberg, Director Risk Management

Initial Adoption:

9/16/93

Revision Dates:

I.

Purpose:
I

II.

Procedural Reference for:
__
__
__
_x_
__

III.

To estab lish a responsib le standard protocol
for the identification and authorization of
student operators of University and / or
Commonwealth of Kentucky vehicles.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify - - ~ - ~ - - - - - - - - - - - - UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, s p e c i f y - - - - - - - - - - - ~ - - - - - - - - -

Scope (Who is covered by this UAR?):
All faculty, staff and students

Attach a description of the UAR.
Approved by:

~J{)t

Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled

Date:

311.01

MSU STUDENT MOTOR VEHICLE OPERATING PROGRAM

--------X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X
X
X
X

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and
duplicates in the Library.

~Appropriate VP is responsible for distribution to those people in his/her
division.

Morehead State University
Administrative Regulation
Title:

MSU Student Motor Vehicle Operating Program

Responsibility:

The Office of Physical Plant shall be responsible for the
overall management/coordination of the program.

Purpose:

To establish a responsible standard protocol for the
identification and authorization of student operators
of University and/or Commonwealth of Kentucky vehicles.

Applicability:

All faculty , staff, and students.

Process:

The Office of Physical Plant shall distribute to all University
offices, who elect to request student driver authorizations,
copies of the Student Motor Vehicle Operator's
Procedures and Student Motor Vehicle Operator
Applications.
Faculty/staff members who wish to utilize student vehicle
operators shall provide each potential student operator a
copy of the Student Motor Vehicle Operator's
Procedures which must be read in the presence of the
faculty/staff sponsor. Upon completion of the reading of the
procedures the student applicant shall complete the
Student Motor Vehicle Operator Application. The
student will then present their motor vehicle operators
license, which shall be verified as current by the faculty/staff
sponsor, who will then make a photocopy and attach same
to the student application. The application will then be
reviewed for completeness and signed by the faculty/staff
sponsor at which time it shall be forwarded to the Office of
Physical Plant.
The Office of Physical Plant shall verify the completeness of
the application, to include the necessary faculty/staff
signature and a copy of the current student applicant's

motor vehicle operators license. When all materials are
verified as complete a Student Motor Vehicle
Operator Authorization Card , bearing the name of the
approved student will be forwarded to the faculty/staff
sponsor of that applicant.
The faculty/staff member shall issue the approved applicant
the Student Motor Vehicle Operator Authorization
Card. Only students completing the above defined
procedures shall be eligible to operate University or
Commonwealth of Kentucky Motor Vehicles.

r

*

Morehead State
University

The operator and all passengers
.mu.s.t wear seat belts while in a
state vehicle.

All vehicles shall be
operated In accordance with
all applicable motor vehicle
regulations.

*

Accidents
*

An operator whose vehicle is
involved in an accident resulting in
damage to the vehicle or to any
other property, or to any person,
regardless of whether or not the
operator was in the vehicle at the
time of the accident, shall
immediately comply with the
instructions contained in the
MSU Vehicle Accident
Checklist, located in the glove
compartment of all MSU Motor Pool
vehicles .

REMEMBER
SEAT
BELTS
SAVE

Student
Motor Vehicle
Operator's
Procedures
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Motor Vehicle Operator
Application, (2) a copy of
Morehead State University Vehicle Utlllzatlon Guidelines.

Guidelines for Permitting
Student Operators of MSU or
Commonwealth of Kentucky
Vehicles
1.

All students who will operate a
Morehead State University vehicle
must:

4.

A.

Possess a current valid
motor vehicle operators license.
B.
Complete a Student
Motor Vehicle Operators
Application.

C.
Have received and read, in
the presence of a f acuity/staff
sponsor, a copy of Morehead
State University Vehicle
Ut/1/zatlon Guidelines.

5.

6.

D.
Received a completed
MSU Student Motor Vehicle
Operation Authorization caret

2.

3.

Any University administrative unit
which requires students to operate
University or Commonwealth of
Kentucky vehicles shall assure
those students make appropriate
application through the Morehead
State University Office of Physical
Plant.
Units requiring student motor
vehicle operators shall provide the
students they supervise with ( 1) a
copy of Morehead State University
Office of Physical Plant Student

7.

The faculty/staff member
requesting driving privileges for
each student operator shall assure
that the applicant reads the
Morehead State University
Vehicle Ut/1/zatlon Guidelines, in his/her presence.
The completed Student Motor
Vehicle Operator Application and a photocopy of the
individual's motor vehicle operators
license shall be forwarded to :
Office of Physical Plant, Rice
Maintenance Building .
Morehead State University
Student Motor Vehicle
Operator Authorization
Cards will be returned to the
f acuity/staff sponsor, for
distribution to the student
operators. Students will not
be permitted to operate University/
Commonwealth of Kentucky
vehicles, until such time as they
possess the completed
authorization card.
University personnel , who permit
unauthorized individuals to
operate MSU or Commonwealth of
Kentucky vehicles assigned to
them, may be denied future use of
such vehicles.

Morehead State University
Vehicle Utlllzatlon Guldellnes

Transportation
Morehead State University maintains a
motor pool of vehicles consisting of
sedans , vans, and buses . Selected
policies and procedures governing the use
of state vehicles follows :
General Rules & Regulations
Vehicles shall be used solely for
performing official state or
university business and any other
use is prohibited.

•

Vehicles shall not be driven to or
parked at places of residence
unless specifically authorized .
Passengers in state vehicles shall
be limited to university personnel
and persons connected with
official state or university business .
Operators of vehicles shall return
the vehicle to the same pool from
which it was assigned . Vehicles
returned after working hours shall
be locked. Deposit the keys and
credit card in the designated
receptacle.
Operators shall report any
observed malfunctions or potential
problems, such as faulty brakes,
tires, steering, etc. when returning
a vehicle.

Morehead State University
Office of Physical Plant

Student Motor Vehicle
Operator Authorization
§AlMilFlLlE
The above named student is hereby
authorized to operate MSU Vehicles
for the 93/94 Academic Year

MSU Student
Motor Vehicle Operator
Program

•

Faculty/Staff Sponsor
1. Detemines need
2.
Identifies qualified student
3.
Provides student
A . Student Motor Vehicle Operator
Application
B. Brochure - "Student Motor Vehicle
Operator's
Procedures"

r

•

"-

r

Student
1. Reads the brochure - "Student Motor
Vehicle Operator's Procedures" - In the
presence of the recommending faculty/staff
sponsor.
2. Completes & signs the application
3. Provides a photocopy of his/her drivers
license

1,
..,

Faculty/Staff Sponsor
1. Verifies drivers license is current
2. Signs the application
3. Forwards the application & copy of license
to the Office of Physical Plant

"-

,

""

•

Physical Plant
1. Checks application for completeness
2. Verifies copy of license is attached.
3. Issues "Student Motor Vehicle Operator
Authorization
Card."
4. Forwards completed card to faculty/staff
sponsor.
5. Maintains master file of applications & copy
of drivers license.

.,

r

Faculty/Staff Sponsor
1. Gives student completed "Student Motor
Vehicle Operator Authorization Card."

Morehead State University
Office of Risk Management

Student Motor Vehicle Operator Application
All students, graduate or undergraduate, who will be required to operate Morehead
State University or Commonwealth of Kentucky vehicles must complete a Studen t
Operator Motor Vehicle Operator Application.

Nam e: - - - - -- - - - - - - - - - - - -- - - - - - - - -- - -- - - Middle
First
Last
Morehead

Telephone

Address:

No._ _ _ __ __

Social

Security

No.

How many years have you possessed a valid drivers license?
Has your license ever been revoked?

No

_ _ __ _ Yes

If yes - Attach a complete statement to this application identifying the
circumstances which resulted in such suspension.

Department/Office making request: . _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ __
Faculty/Staff

member

making

request

For what purpos e(s) will you be required to operate a University vehicle?
Work/study responsibilities
Student Organization Activity
Other : Identify

Academic Field Trip
Athletic or Cheerleading Trip

I he reby acknowledge that I have read a copy of Morehead State University Vehicle
Utiliza tion Guidelines and agree to provide notice .to my supervisor and the Office of
Risk Management of any negative change in the status of my motor vehicle operators
license . I understand the operation of University vehicles is a privilege and may be
revoked for cause.

Date

Signature of Applicant

* You must attach a photocppy of your motor vehicle operators license .

•

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number:

312.02

Title:

Procedures for Collection and Control of Cash Receipts for
Campus Events Requiring Ticket Sales

Originator: Vice President for Administration and Fiscal Services
Initial Adoption: 09/22/1993
Revision Dates:

09/10/2010

I.

Purpose:
To standardize and control the procedures of collecting cash
for events on campus and off campus that requires ticket (admission) sales.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

X BOR policy, specify PG-46 Policy for Cash Receipts
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
All units, both campus and off campus, that have the responsibility for
events that require or necessitate the charging of an admission fee or
require tickets in order to attend.

Attach a description of the UAR.

(Description Attached)

Date

UAR Number:

312.02

Title:

Procedures For Collection And Control Of Cash Receipts For Campus
Events Requiring Ticket Sales

Originator:

Vice President for Administration and Fiscal Services
09/22/1993

Initial Adoption:
Revision Dates:
Purpose :
Procedural

9/10/2010
To standardize and control the procedures of collecting cash for events on
campus and off campus that requires ticket (admission) sales.
BOR - PG-46 (Policy for Cash Receipts)

References:
Scope (Who Is
Covered By This
UAR?}:
Description:

All units, both on campus and off campus, that have the responsibility for
events that require or necessitate the charging of an admission fee or
require tickets in order to attend .
Policy PG-46 Approved by the Board of Regents February 24, 1989
Policy For Cash Receipts
The Office of Accounting and Budgetary Control is solely responsible for the
collection and control of all University related cash receipts. All cash
receipts must be deposited through the Office of Accounting and Budgetary
Control into the proper University account.
The collection and control of cash receipts and all other financial affairs of
Morehead State University shall be governed by the provisions of KRS
164A.555 through KRS 164A.630.
The Office of Accounting and Budgetary Control will routinely delegate the
authority and responsibility to collect cash receipts. Designated cash
collection centers may be allocated an amount of cash from the Office of
Accounting and Budgetary Control to serve as a permanent change fund.
Kentucky Revised Statutes 164A.630(3) states that: "Any officer, agency, or
employee of any institution who willfully fails or refuses to comply with any
other provisions of KRS 164A.555 to KRS 164A.630 is subject to indictment
in the appropriate circuit court and upon conviction shall be fined not less
than fifty dollars ($50) nor more than one thousand dollars ($1,000) for
each offense."
Any officer, agent or employee Morehead State University who willfully fails
or refuses to comply with the provision of the Cash Receipts and Operating
Cash Fund Policy or the procedures for either of these policies, may be held
personally liable for any loss or other misuse of funds .

Procedures For Collection And Control Of Cash Receipts For Campus
Events Requiring Ticket Sales

Promulgated under Policy PG-46
1. All tickets for all events must be pre-numbered (or have seat
assignments, if applicable} by the company or facility that prints the
tickets. These tickets must also have at least one stub which will be
retained by the selling unit to use as an "audit stub".
2. If the tickets are purchased from an outside agency, the agency must
be able to provide and certify listing of the tickets printed. This
listing will denote reserved seating (section and row} and total
tickets. It will also denote how many "general admission" tickets
were printed .
3. If the tickets are printed on campus, they must be pre-printed and
stubbed. MSU Document Center must account for all tickets printed
and certify to the purchasing unit that all tickets are as represented,
denoting how many of each kind of ticket were printed. If the event
is a multi-day event, that must be disclosed to the purchasing unit by
the day and numbers of tickets also.
4. If the event is of the type that pre-printed tickets are not necessary
or desirable, theater type tickets may be purchased from outside
agencies or the University Bookstore and the Office of Accounting
and Budgetary Control will supply a "ticket admission packet", for a
nominal charge, that will enable the unit to account for tickets sold.
This "packet" will contain the necessary variety of tickets that are
requested and a reconciliation form.
5. All sales of tickets must be reconciled. The number of tickets sold, by
type, multiplied by the price(s} will determine the amount of the
total sales. The total numbers of tickets sold plus the number of
"complementary" tickets plus the number of unused tickets must
equal the total number of tickets available.
6. All "complementary" tickets must be so stamped, on the ticket itself
and on the stub thereof. If there are other circumstances wherein
the price of the ticket is discounted, the ticket and the stub must be
so stamped . This provision requires the unit to account for all the
tickets available. This includes student discount, senior citizen
discount, etc.
7. All records (non-sold tickets, retained stubs and reconciliations}
must be retained by the selling unit for a period of not less than 3
years .
8. All cash receipts must be deposited through the Office of Accounting
and Budgetary Control. In the case of Regional Campus Centers,
receipts must be deposited according to procedures promulgated by

the Office of Accounting and Budgetary Control with the local
banking institution .
9. Deposits are to be made on a daily basis at the Cashier's Window,
Office of Accounting and Budgetary Control (or at the local banking
institution in the case of Regional Campus Centers) . A daily report of
these deposits must be completed and maintained on file. The
report must balance with the amount deposited with the Office of
Accounting and Budgetary Control (or the local banking institution),
and be dated and signed by an Office of Accounting and Budgetary
Control cashier, except for Regional Campus Centers, which will have
the duplicate deposit ticket validated by the local banking
institution.
10. Daily deposits are to be made in the following manner (wording in
parenthesis and italics pertain to Regional Campus Centers only) :
a. The account must be approved by the Office of Accounting
and Budgetary Control and established in advance of any
deposits.
b. The Office of Accounting and Budgetary Control will provide
an account number of all deposits.
c. After the deposit amount is determined, that amount of cash
and checks must be presented, along with a copy of the daily
report (duplicate deposit tickets), to the Office of Accounting
and Budgetary Control cashier (Depository). The Cashier will
complete a detailed receipt using the account number
provided .
d. The Cashier (Depository) will verify the amount of the
deposit and process the receipts, providing a numbered cash
receipt (returning the duplicate deposit ticket).
e. The Cashier will also post the receipt number and amount to
the daily report for verification.
f. All checks presented for deposit must be endorsed by
Morehead State University at the time of receipt and prior to
being presented for deposit by the person responsible for the
deposit.
11. Provision must be made to secure cash on hand until the daily
deposit is made. These provisions must be approved by the Office of
Accounting and Budgetary Control.
12. Locations that expect to receive large sums of money during times
other than normal University working hours, must make
arrangements with the Office of Accounting and Budgetary Control
to make "night deposits" with the University's depository bank (or in
the case of the Regional Campus Centers, with the local, approved
banking institution). These cash receipts must then be deposited
with the University Cashier (or in the case of the Regional Campus

Centers, with the local, approved banking institution) on the next
working day.
13. Any change in collection procedures must be approved in advance
by the Office of Accounting and Budgetary Control.
14. All cash ticket sales points are subject to audit without notification
by the Office of Accounting and Budgetary Control.
Approved by: Wayne D. Andrews, President Date:

q/tz(to
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Number: 31 2 .01
Title:

PROCEDURES FOR COLLECTION AND CONTROL OF CASH RECEIPTS
FOR CAMPUS EVENTS REQUIRING TICKET SALES.

Originator:

Vice President for Administration and Fiscal Services

Initial Adoption:

9 / 22 / 93

Revision Dates:
To standardize and control the procedures of collecting cash for
events on campus and off campus that require ticket (admission)
sales.

I.

Purpose:_

II.

Procedural Reference for:
KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
- - CHE policy, specify - - - - - , - - - - - - - - - = - = - = = = - X BOR policy, specify PG - 46 (POLICY FOR CASH RECEIPTS
- - UAR,
Other, specify
specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
All units, both on campus and off campus, that have the resonsiblity
for events that require or necessitate the charging of an admission
fee or require tickets in order to attend.

Attach a description of the UAR.
Approved by:

Date

UAR Distribution List

The following shall receive a copy of the UAR#

312.01

Titled PROCEDURES FOR COLLECTION AND CONTROL OF CASH RECEIPTS FOR CAMPUS
EVENTS REQUIRING TICKET SALES

Date:

9/22/93
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for student Life and Dean of students

X

Vice President for University Advancement

X
X
X

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

X

Others:*
ALL EMPLOYEES MENTIONED IN THE SCOPE (PAGE 1)

All originals will be filed in the Office of Academic Affairs, H-M 205 and
duplicates in the Library.

~Appropriate VP is responsible for distribution to those people in his/her
division.

Policy PG-46
Approved by the Board of Regents February 24, 1989

POLICY FOR CASH RECEIPTS

The Office of Business Services (original wording of policy J (Office of Accounting
& Budgetary Control) is solely responsible for the collection and control of all University
related cash receipts. All cash receipts must be deposited through the Office of Business
Services (original wording of policy) (Office of Accounting & Budgetary Control) into
the proper University account.
The collection and control of cash receipts and all other financial affairs of Morehead
State University shall be governed by the provisions of KRS 164A.555 through KRS
164A.630.
The Office of Business Services (original wording of policy) (Office of Accounting
& Budgetary Control) will routinely delegate the authority and responsibility to collect cash
receipts. Designated cash collection centers may be allocated an amount of cash from
the Office of Business Services (original wording of policy) (Office of Accounting &
Budgetary Control) to serve as a permanent change fund.
Kentucky Revised Statutes 164A.630(3) states that: "Any officer, agency, or employee
of any institution who willfully fails or refuses to comply with any other provisions of KRS
· 164A.555 to KRS 164A.630 is subject to indictment in the appropriate circuit court and
upon conviction shall be fined not less than fifty dollars ($50) nor more than one thousand
dollars ($1,000) for each offense."
Ariy officer, agent or employee of Morehead State University who willfully fails or
refuses to comply with the provision of the Cash Receipts and Operating Cash Fund
Policy or the procedures for either of these policies, may be held personally liable for any
loss or other misuse of funds.

PROCEDURES FOR COLLECTION AND CONTROL OF CASH RECEIPTS
FOR CAMPUS EVENTS REQUIRING TICKET SALES

Promulgated under Policy PG-46

1.

All tickets for all events must be pre-numbered (or have seat assignments, if
applicable) by the company or facility that prints the tickets. These tickets must also
· have at least one stub which will be retained by the selling unit to use as an "audit
stub".

2.

If the tickets are purchased from an outside agency, the agency must be able to
provide and certify a listing of the tickets printed. This listing will denote reserved
seating (section and row) and total tickets. It will also denote how many "general
admission" tickets were printed.

3.

If the tickets are printed on campus, they must be pre-numbered and stubbed.
Printing Services must account for all tickets printed and certify to the purchasing unit
that all tickets are as represented, denoting how many of each kind of ticket were
printed. If the event is a multi-day event, that must be disclosed to the purchasing unit
by the day and numbers of tickets also.

4.

If the event is of the type that pre-printed tickets are not necessary or desirable,
theater type tickets may be purchased from outside agencies or the University
Bookstore or The Office of Accounting & Budgetary Control will supply a "ticket
admission packet", for a nominal charge, that will enable the unit to account for tickets
sold. This "packet" will contain the necessary variety of tickets that are requested and
a reconciliation form.

5.

All sales of tickets must be reconciled. The number of tickets sold, by type,
multiplied by the price(s) will determine the amount of the total sales. The total
numbers of tickets sold plus the number bf "complementary" tickets plus the number
of unused tickets must equal the total number of tickets available.

6.

All "complementary" tickets must be so stamped, on the ticket itself and on the stub
thereof. If there are other circumstances wherein the price of the ticket is discounted,
the ticket and the stub must be so stamped. This provision will allow the u'nit to
· account for all the tickets available. This can be the case such as student discount,
senior citizen discount, etc.

7.

All records (non-sold tickets, retained stubs and reconciliations) must be retained by
the selling unit for a period of not less than 3 years.

1

8.

All cash receipts must be d~posited through the Office of Accounting & Budgetary
Control. In the case of Extended Campus Centers, receipts must be deposited
according to procedures promulgated by the Office of Accounting & Budgetary Control
with the local banking institution.

9.

Deposits are to be made on a ~ basis at the Cashiers' Window, Office of
Accounting & Budgetary Control (or at the local banking institution in the case of
Extended Campus Centers). A daily report of these deposits must be completed and .
maintained on file. The report must balance with the amount deposited with the Office
of Accounting & Budgetary Control (or the local banking institution), and be dated and
signed by an Office of Accounting & Budgetary Control Cashier, except for Extended
Campus Centers, which will have the duplicate deposit ticket validated by the local
banking institution.

10.

Daily deposits are to be made in the following manner (wording in parenthesis and
italics pertain to Extended Campus Centers only):

11.

a.

The account must be approved by the Office of Accounting &
Budgetary Control and established in advance of any deposits.

b.

The Office of Accounting & Budgetary Control will provide an
account number for all deposits.

c.

After the deposit amount is determined, that amount of cash
and checks must be presented, along with a copy of the daily
report (duplicate deposit tickets) , to the Office of Accounting
& Budgetary Control Cashier (Depository) . The Cashier will complete a
det~iled receipt using the account number provided.

d.

The Cashier (Depository) will verify the amount of the deposit and process
the receipts, providing a numbered cash receipt (returning the duplicate deposit
ticket).

e.

The Cashier will also post the receipt number and amount to
the daily report for verification.

f.

All checks presented for deposit must be endorsed to Morehead
State University at the time of receipt and prior to being presented
for deposit by the person responsible for the deposit.

Provision must be made to secure cash on hand until the daily deposit is made.
These provisions must be approved by the Office of Accounting & Budgetary Control.
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12.

Locations that expect to receive large sums of money during times other than normal
University working hours, must make arrangements with the Office of Accounting &
Budgetary Control to make "night deposits" with Citizens Bank (or in the case of the
Extended Campus Centers, with the local, approved banking institution) or in the night
deposit facility located in the Howell-McDowell Building. These cash receipts must
then be deposited with the University Cashier (or in the case of the Extended Campus
Centers, with the local, approved banking institution) on the next working day.

13.

Any change in collection procedures must be approved in advance by the Office of
Accounting & Budgetary Control.

14.

All cash ticket sales points are subject to audit without notification by the Office
of Accounting & Budgetary Control.

3

MOREHEAD STATE UNIVERSITY
RECONCILIATION FORM FOR CAMPUS EVENTS
REQUIRING TICKET SALES

NT:
LOCATION:
SPONSORING UNIT:
PREPARER:
DATE:

TYPE OF TICKET

Beginning number on ticket(s):
Ending number on ticket(s):
Number to account for:
_ _ of _ _ _ _ tickets @ $_____ each = $_ _ _ __
_ _ of _ _ _ _ tickets @ $_____ each = $_ _ _ __
_ _ of _ _ _ _ tickets @ $_____ each = $_ _ _ __

$

SUBTOTAL
"COMPS"

+

$

0.00

UNUSED

+

$

0.00

ACCOUNTED
FOR

REVIEWED BY:

MONEY ACCOUNTED FOR

$

(1)

MONEY TO ACCOUNT FOR

$

(2)

CASH OVER (SHOR°D

$

(1 - 2)
REV 2 .10.93

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

313.02

Title:

Technology Acquisitions and Management

Originator:

Office of Information Technology

Initial Adoption: 9/22/1993
Revision Dates:

9/10/2010

I.

Purpose:
To specify the terms, conditions, and procedures under which the
University will acquire, maintain, and upgrade specific technological resources
and, where applicable, to ensure compatibility, connectivity, and transportability
of these resources as related to the University's telecommunications
infrastructure.

II.

Procedural Reference for:
___
___
___
___
___

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

This regulation applies to all Morehead State University full-time and part-time faculty and
staff, as well as vendors and other parties with a legitimate need to utilize MSU's
telecommunications network. The following statements will function as the official
guidelines of Morehead State University as it relates to the acquisition and use of specified
technology resources acquired using University funds.
Attach a description of the UAR.

(Description Attached)

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

313.02
Technology Acquisitions and Management

Office of Information Technology

09/22/1993
09/10/2010
To specify the terms, conditions, and procedures under which the
University will acquire, maintain, and upgrade specific technological
resources and, where applicable, to ensure compatibility, connectivity, and
transportability of these resources as related to the University's
telecommunications infrastructure.

Procedural
References:
Scope and
Applicability
(Who is covered
by this UAR?):

This regulation applies to all Morehead State University full-time and parttime faculty and staff, as well as vendors and other parties with a
legitimate need to utilize MSU's telecommunications network The
following statements will function as the official guidelines of Morehead
State University as it relates to the acquisition and use of specified
technology resources acquired using University funds.

Purpose:

To provide guidelines that ensure all University technology acquisitions are
made as informed decisions concerning availability of service, support,
compatibility, connectivity, and transportability as related to the
University's telecommunications infrastructure.

Responsibility:

The Office of Information Technology shall have consulting responsibility
for acquisition1, maintenance, and de-acquisition of specified technology
2
resources • The Office of Information Technology will be the facilitator for
the development and maintenance of appropriate guidelines and
procedures by which the University will acquire, maintain, and dispose of
specific technology resources. Appropriate academic and administrative
user groups will assist in the development and maintenance of
comprehensive technology support standards.

Objectives:

To route all technology acquisitions through the Office of Information
Technology 1) to ensure a pre-purchase consultation providing information
on service/support levels that are available for the technology to be
purchased; 2) to achieve economies in financial expenditures and support
services; 3) to facilitate effective inventory tracking of all University
technology assets; and 4) to ensure said acquisition will function within
MSU's technology infrastructure.

Definitions:

For the purpose of this document, the following definitions apply:
Technology types/categories: While the types/categories of technology
which are to be reviewed will change over time, this refers to such
technology as software, microcomputers, display terminals, printers, and
facsimiles . A current list of types/categories will be maintained on file in
the offices of Support Services and Information Technology and made
available electronically to all University departments.
Preferred brands and models: Includes specific hardware models or
software revision levels of technology supported by the Office of
Information Technology. (e .g., the most recent microcomputers on the
Microcomputer Acquisition Program {MAP}, HP Laserjet printers, the most
recent installed version of Microsoft Office, etc). A complete list of
preferred brands and models will be maintained on file in the offices of
Support Services and Information Technology, as well as being made
available electronically to all University departments.
Support: Includes the testing, installation, troubleshooting, service
contract support, and/or training related to a particular technology. The
extent of support will depend upon the technology and subject to
University policy and contractual and/or warranty requirements. Service
Contract Support specifically means providing alternatives for the repair
and maintenance of technology equipment.
Telecommunications network: All equipment, software, transmission
facilities, af¼4 communications cabling and wireless access points owned or
leased by the University which has as their primary purpose the
transmission of electronic messages/signals.

General
Information:

1. The Office of Information Technology, involving appropriate
academic and administrative user groups and standing committees,
shall define and maintain a list of technology types which fall under
the requirement of purchasing and support procedures within this
UAR. These types shall be maintained and on file in the offices of
Support Services and Information Technology as well as being
available for on-line viewing.
2. The Office of Information Technology, involving appropriate
academic and administrative user groups and standing committees,
shall define and maintain evaluation criteria and procedures from
which an inventory of preferred brands and models will be
identified. The list of preferred brands and models will represent
those technologies supported by the Office of Information

Technology. Accordingly, this listing shall be periodically reviewed
for completeness and appropriateness by the University academic
and administrative user groups.
3. All University owned or leased equipment and software of the
specified technology types shall be inventoried through the Office
of Information Technology regardless of means of acquisition
(including donations and grants). The inventory is required whether
or not the technology is supported by the Office of Information
Technology.

Acquisition and
Service:

1. All proposed acquisitions of specified technology types using
University funds shall be reviewed by the Office of Information
Technology during the requisition approval process. At that time,
information will be provided on the availability of service and
support for the proposed technology. It is encouraged and
recommended that departments utilize the consulting services
provided by the Office of Information Technology in product
selection and support, prior to the electronic submission of a
University Purchase Requisition .
2. In the acquisition process, consideration should be given to those
preferred brands and models supported by the Office of
Information Technology. Acquisition of technology not on the list of
preferred brands and models will require approval by the
respective Vice President (or designee).
3. Acquisition of technology not supported by the Office of
Information Technology cannot be assured access to the
University's Telecommunications Network. The department
acquiring non-supported technology shall be responsible for
installation, repairs, support, ttfl-4 network communications, and
ensuring the proper operation with the University's technology
infrastructure. Support costs, incurred by the Office of Information
Technology for technology equipment not on the preferred brands
and models list, will be the responsibility of the user department.
4. Service Contract options for non-supported technology equipment
will be determined at the point of acquisition . Charges (if there are
such) for service contracts shall be assessed against the budget of
the department purchasing the technology.
5. To be properly inventoried, all acquisitions for specified types of
technology shall be shipped directly to the Office of Support

Services.
6. Technology not on the preferred brands and models list will need to
be installed by the vendor/contractor or the department acquiring
the non-supported technology. If the Office of Information
Technology is requested to install equipment and/or software not
on the preferred brands and models list, accommodation will be
dependent upon scheduling and may necessitate the recovery of
co sts to the receiving unit. There is no guarantee that the
technology not on the preferred brands and models list can be
made functional and installation of such technology does not imply
future support by the Office of Information Technology.
7. The coordination of testing, delivery, installation and service
contracts of technology on the preferred brands and model list will
be completed and inventoried by Office of Information Technology.
8. The University may acquire similar technology equipment (and
software) through methods other than the usual purchasing
process, e.g. gifts or grants. Wiring standards and supported
technologies shall be included in grant proposals where possible.
Gifts to the University shall be coordinated with the MSU Office of
Development. Technology equipment being acquired through gifts
shall likewise be coordinated with the Office of Information
Technology to ensure that licensing, support and compatibility
issues are addressed .
9. (Re)location or disposition of specified technology type equipment
and software shall be communicated to the Office of Support
Services.
10. The University is not responsible for support, loss or damage to any
personal equipment that may be utilized by faculty, staff or
students to access resources via campus or Local Area Networks or
utilized as a stand-alone or peripheral device.
11. The Office of Information Technology shall authorize the use of
personal equipment to access University resources. Individuals may
be held responsible for any damages made to University resources
resulting from an unauthorized use of personal equipment.
Approved by: Wayne D. Andrews, President Date :

?;iz/la,

1

Acquisition may be accomplished via grants, donations, leases or purchases .
Technology resources refer to computing and non-computing technology including microcomputers,
display terminals, printers, televisions, VCRS, mobile radios, telephones, and facsimiles .
2

Number:

313.01

Title:

TECHNOLOGY ACQUISITIONS AND MANAGEMENT

Originator:

Office of Information Technology

Initial Adoption: 9/ 22 /93
Revision Dates:

I.

Purpose:

11.

Procedural Reference for:

To specify the terms, conditions, and procedures under which the
University will acquire, maintain, and upgrade specific
technological resources and, where applicable, to ensure
compatibility, connectivity, and transportability of these resources
as related to the University's telecommunications infrastructure.

KRS, specify
CHE policy, specify
BOR policy, specify
UAR, specify
Other, specify
Ill.

Scope (Who is covered by this UAR?) :
This regulation applies to all Morehead State University full-time and
part-time faculty and staff. The following statements will function as
the official guidelines of Morehead State University as it relates to the
acquisition and use of specified technology resources acquired using
University funds

Attach a description of the UAR.
Approved by:

Date

UAR Distribution List
The following shall receive a copy of the UAR# 313.01
Titled

TECHNOLOGY ACQUISITIONS AND MANAGEMENT

Date: 9/22/93
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

X
X
X

Others:*
X

DIRECTOR, INFORMATION TECHNOLOGY

REVIEWED AND ENDORSED BY UNIVERSITY COMPUTING SERVICES
COMMITTEE 06-29-93

All originals will be filed in the Office of Academic Affairs, H-M 205 and
duplicates in the Library.

rAppropriate VP is responsible for distribution to those people in his/her
division.

Morehead State University
Administrative Regulation

Title:

TECHNOLOGY ACQUISITIONS AND MANAGEMENT

Purpose:

To provide guidelines that ensures all University technology
acquisitions are made as informed decisions concerning
availability of service, support, compatibility, connectivity, and
transportability as related to the University's
telecommunications infrastructure.

Responsibility:

The Office of Information Technology shall have consulting
responsibility for acquisition 1 , maintenance, and de-acquisition
of specified technology resources 2 • The Office of Information
Technology will be the facilitator for the development and
maintenance of appropriate guidelines and procedures by which
the University will acquire, maintain, and dispose of specific
technology resources. Appropriate academic and administrative
user groups will assist in the development and maintenance of
comprehensive technology support standards.

Objective:

To route all technology acquisitions through the Office of
Information Technology to 1) ensure a pre-purchase
consultation providing information on service/support levels that
are available for the technology being purchased 2) achieve
economies in financial expenditures and support services, and
3) facilitate effective inventory tracking of all University
technology assets.

Applicability:

This regulation applies to all Morehead State University full-time
and part-time faculty and staff. The following statements will
function as the Morehead State University guideline as it relates
to the acquisition of specified technology resources acquired or
supported with University funds.

1

Acquisition may be accomplished via grants, donations, leases or purchases.

2

Technology resources refers to computing and non-computing technology
including microcomputers, display terminals, printers, televisions, VCRs, mobile radios,
telephones, and facsimiles.
September 1993
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Definitions:
For the purpose of this document, the following definitions apply:
technology types/categories: While the types/categories of technology
which are to be reviewed will change over time, this refers to such
technology as software, microcomputers, display terminals, printers,
and facsimiles. A current list of types/categories will be maintained
on file in the offices of Purchasing and Information Technology and
made available electronically to all University departments.
preferred brands and models: Includes specific models or software revision
levels of technology supported in one form or another by the Office of
Information Technology . (e.g., HP Vectra QS/20 microcomputer,
ADDS 20/20 display terminal, EPSON dot matrix printers, Panasonic
televisions, and WordPerfect word -processing software). A complete
list of preferred brands and models will be maintained on file in the
office of Purchasing and Information Technology and made available
electronically to all University departments .
support: Includes the testing, installation, troubleshooting, service contract
support, and/or training related to a particular technology. The extent
of support will depend upon the technology and subject to University
policy and contractual and/or warranty requirements. Service
Contract Support specifically means providing alternatives for the
repair and maintenance of technology equipment.

telecommunications network: All equipment, software, transmission
facilities, and communications cabling owned or leased by the
University which has as their primary purpose the transmission of
electronic messages/signals.

GENERAL INFORMATION

1.

The Office of Information Technology, involving appropriate academic
and administrative user groups and standing committees, shall define
and maintain a list of technology types which fall under the
requirement of purchasing and support procedures within this UAR.
These types shall be maintained and on file in the offices of
Purchasing and Information Technology as well available for on-line
viewing .

2.

The Office of Information Technology, involving appropriate academic
and administrative user groups and standing committees, shall define
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and maintain evaluation criteria and procedures from which an
inventory of preferred brands and models will be identified. The list of
preferred brands and models will represent those technologies
supported by the Office of Information Technology. Accordingly this
listing shall be periodically reviewed for completeness and
appropriateness by the University academic and administrative user
groups.
3.

All University owned or leased equipment and software of the
specified technology types shall be inventoried through the Office of
Information Technology regardless of means of acquisition (including
donations & grants). The inventory is required whether or not the
technology is supported by the Office of Information Technology.

ACQUISITION AND SERVICE
1.

All proposed acquisitions of specified technology types using
University funds shall be reviewed by the Office of Information
Technology during the requisition approval process. At that time,
information will be provided on the availability of service and support
for the proposed technology. It is encouraged and recommended that
departments utilize the consulting services provided by the Office of
Information Technology in product selection and support, prior to the
electronic submission of a University Purchase Requisition.

2.

In the acquisition process, consideration should be given to those
preferred brands and models supported by the Office of Information
Technology . Acquis ition of technology not on the list of preferred
brands and models will require approval by the respective Vice
President (or designee) .

3.

Acquisition of technology not supported by the Office of Information
Technology cannot be assured access to the University's
Telecommunications Network. The department acquiring nonsupported technology shall be responsible for installation, repairs ,
support and network communications. Support costs incurred by the
Office of Information Technology for technology equipment not on the
preferred brands and models list will be the responsibility of the user
department.

4.

Service Contract options for non-supported technology equipment will
be determined at the point of acquisition. Charges (if there are such)
for service contracts shall be assessed against the budget of the
department purchasing the technology.

September 1993
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5.

To be properly inventoried, all acquisitions for specified types of
technology shall be shipped directly to the Office of Information
Technology.

6.

Technology not on the preferred brands and models list will need to
be installed by the vendor/contractor or the department acquiring the
non-supported technology. If the Office of Information Technology is
requested to install equipment and/or software not on the preferred
brands and models list, accommodation will be dependent upon
scheduling and may necessitate the recovery of costs to the receiving
unit. There is no guarantee that the technology not on the preferred
brands and models list can be made functional and installation of such
technology does not imply future support by the Office of Information
Technology.

7.

The coordination of testing, delivery, installation and service contracts
of technology on the preferred brands and model list will be completed
and inventoried by Office of Information Technology.

8.

The University may acquire similar technology equipment (and
software) through methods other than the usual purchasing process,
e.g. gifts or grants . Wiring standards and supported technologies
shall be included in grant proposals where possible. Gifts to the
University shall be coordinated with the MSU Office of Development.
Technology equipment being acquired through gifts shall likewise be
coordinated with the Office of Information Technology to ensure that
licensing, support and compatibility issues are addressed.

9.

(Re)location or disposition of specified technology type equipment and
software shall be communicated to the Office of Fiscal Services.

10.

The University is not responsible for support, loss or damage to any
personal equipment that may be utilized by faculty, staff or students
to access resources via campus or Local Area Networks or utilized as
a stand -alone or peripheral device.

11 .

The Office of Information Technology shall authorize the use of
personal equipment to access University resources. Individuals may
be held responsible for any damages made to University resources
resulting from an unauthorized use of personal equipment.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

314.01

Title:

Matters Involving Foreign Nationals
Employed by the University

Originator:

Mr. Porter Dailey, Vice President
Vice President for Administration
and Fiscal Services

Initial Adoption:

September 1, 1994

Revision Dates:
I.

II.

Purpose:

To insure compliance with federal laws in
regard to certification, petitions,
immigration and visa matters related to any
employment of foreign nationals.
The
proposed guidelines will facilitate the
implementation of University Personnel Policy
PG-19.

Procedural Reference for:

X

KRS, specify
CHE policy, specify
BOR policy, specify
UAR, specify
Other, specify

PG-19

III. Scope (Who is covered by this UAR?):
Any employment of foreign nations

Attach a description of the UAR.

UAR Distribution List
The following shall receive a copy of the UAR # 314. 01

Titled Matters Involving Foreign Nationals Employed by the University

Date: _ ____,,_9,_/.11
. . . . .9~4~.
- X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X
X
X
X

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others: *
X

Internal Auditor

X

Director, Human Resou r ces

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the Library.

· Appropriate VP is responsible for distribution to those people in his/her division.

UAR/I 314.01

Morehead State University
Administrative Regulation
Title:

MATTERS INVOLYING FOREIGN NATIONALS EMPLOYED
BY THE UNIVERSITY

RESPONSIBILITY:

The Office of Human Resources is responsible for representing
the University in regards to labor certification, petitions, and visa
forms for aliens employed by the University and their families .

PURPOSE:

To insure compliance with federal laws in regard to certification,
petitions, immigration, and visa matters as related to any
employment (regular or nonregular) of foreign nationals within
the University. These guidelines facilitate the implementation of
PG-19 .

APPLICABILITY:

All faculty and staff.

PROCESS:

Employees holding F-1 visas with perm1ss10n for practical
training may anticipate permission for two six-month periods of
employment. J-1 holders may expect permission for three sixmonth periods of employment. The Office of Human Resources
is responsible for preparing a letter verifying employment for
renewal of permission for practical training. (Requests for
extension of permission for practical training must be made to the
Office of Immigration and Naturalization Service through the
institution formerly attended).
Employees involved in non-tenured pos1t10ns who may be
employed beyond the period of practical training may request
sponsorship for an H visa. H visas are issued for temporary
employees of extraordinary qualifications. Applications for H
visas will be prepared by the Office of Foreign Student Advising
and signed by the Director of Human Resources . H visas may be
renewed annually for a total of six years. The Office of Human
Resources will apply for appropriate renewals .
Employees hired for tenure-track positions may request that the
University apply on their behalf for permanent residence. In
special cases the University may consider sponsoring non-tenured
faculty for permanent residence. The request of employees to be
sponsored by the University for permanent residence will be
presented through the appropriate Vice President to the Director
of Human Resources for recommendation to the President for
approval. Applications for labor clearance and for permanent
residence will be signed by the Director of Human Resources .

2
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MOREHEAD

S"ATE lNVERSITY

MEMORANDUM

TO:

Dr. Eaglin

FROM:

Porter Daile~

DATE:

August 30, 1994

RE:

Matters Involving Foreign Nationals
Employed by the University (UAR}

MOREH EAD, KENTU CKY 40351 -1689

The proposed UAR defining a procedure for insuring compliance with
federal laws in regard to certification, petitions, immigration and visa matters related
to any employment of foreign nationals was sent to members of the University Council
on July 20, 1994. Responses or questions were requested by August 22, 1994. Staff
Congress accepted the UAR as written. One other response was received with no
changes requested. The proposed guidelines will facilitate the implementation of
University Personnel Policy PG-19.
I recommend your approval of the UAR for immediate implementation.
PD:nb
Enclosure
cc:

Dr. Philley
Mr. Mincey
Mr. Kappes

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 315.02
Title:

Notification for Recovery of Fiscal Loss

Originator: Vice President Administration and Fiscal Services
Initial Adoption: 01/18/1995
Revision Dates:

09/10/2010

I.

Purpose:
To outline a defined protocol for the timely notification of the
University's lnsurer(s) in the event of financial loss.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X

BOR policy, specify

PG 46 Collection, Control and Deposit of Cash Receipts
and Operating Cash Funds

_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):
All units administering, auditing, or investigating University fiscal losses.

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Technical Revision:
Purpose:
Procedural
References:
Scope (Who Is
Covered By This
UAR?):
Description:

315.02
Notification for Recovery of Fiscal Loss
Vice President Administration and Fiscal Services
01/18/1995

09/10/2010
To outline a defined protocol for the timely notification of the
University' s lnsurer(s) in the event of financial loss.
BOR - PG -46
All units administering, auditing, or investigating University fiscal losses.

Purpose: To outline a defined protocol for the timely notification of the

University's insurer(s) in the event of financial loss.
Applicability: All units administering, auditing, or investigating University

fiscal losses.
Responsibility: The Office of Accounting and Budgetary Control, the

Office of the Internal Auditor or the MSU Police Department, upon
discovering a University fiscal loss, shall immediately notify the Risk
Management/ Environmental Health and Safety, which will be
responsible for providing notice to the University's appropriate insurer(s).
The MSU Police Department will be responsible for coordinating and
investigating all reported losses.
Process: The Office of Accounting and Budgetary Control, the Office of

the Internal Auditor or MSU Police Department, upon initial discovery of
a University financial loss, shall immediately notify the Risk Management
/ Environmental Health and Safety.
The Risk Management/ Environmental Health and Safety shall verify,
with the reporting unit, that the fiscal loss is in fact University funds and
confirms the exact amount of documentable loss. Losses in excess of the
established University deductible will be reported to the State
Department of Insurance, for recovery as per the terms of the coverage
maintained under the appropriate policy.
It shall be the responsibility of Risk Management/ Environmental Health
and Safety to obtain and submit all requested documentation required
for satisfactory conclusion of the claim(s) process. Additionally, the Risk .
Management/ Environmental Health and Safety shall receive the
applicable settlement, depositing the claim(s) settlement check into the
appropriate account(s) sustaining the loss, providing copies of the

University deposit records, back to the unit sustaining the loss and the
Office of the Internal Auditor.
Approved by : Wayne D. Andrews, President Date : _ _ ____,
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
·.·

?

Number:

.,.,

(U~R)

315.0l

Title:

Notification for Recovery of Fiscal Loss

Originator:

Mr. Porter Dailey, Vice President
Administration and Fiscal Services

Initial Adoption:

January 18, 1995

Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
x
__
__

Ill.

To outline a defined protocol for the timely notification of the
University's insurer(s) in the event of financial loss.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify __P_G_-_4_6_ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All units administering, auditing, or investigating University fiscal
losses.

Attach a description of the UAR.

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR # 315. o1
Titled:

Notification for Recovery of Fiscal Loss

Date:

January 18, 1995

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress
Student Government Association

Others:*
Assistant Vice President for Fiscal Services
Director of Internal Audits
Director of Accounting and Budgetary Control
Director of Risk Management
Director of Physical Plant
Managing Director of Kentucky Folk Art Center

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
1 ibrary.

xAppropriate VP is responsible for distribution to those people in his/her division.

Morehead State University
Administrative Regulation
Title:

Notification for Recovery of Fiscal Loss

Purpose:

To outline a defined protocol for the timely notification of the
the University's insurer(s) in the event of financial loss.

Applicability:

Responsibility:

, All units administering, auditing, or investigating University
fiscal losses.
The Office of Accounting and Budgetary Control, the Office
of the Internal Auditor or the Office of Public Safety, upon
discovering a University fiscal loss, shall immediately notify
the Office of Risk Management, which will be responsible
for providing notice to the University's appropriate
insurer(s).
The Office of Public Safety will be responsible for
coordinating and investigating all reported losses.

Process:

The Office of Accounting and Budgetary Control, the Office
of the Internal Auditor or the Office of Public Safety, upon
initial discovery of a University financial loss, shall
immediately notify the Office of Risk Management.
The Office of Risk Management shall verify, with the
reporting unit, that the fiscal loss is in fact University funds
and confirm the exact amount of documentable loss.
Losses in excess of the established University deductible
will be reported to the State Department of Insurance, for
recovery as per the terms of the coverage maintained under
the appropriate policy(ies).
It shall be the Office of Risk Management's responsibility to
obtain and submit all requested documentation required
for satisfactory conclusion of the claim(s) process.
Additionally, the Office of Risk Management shall receive
the applicable settlement, depositing the claim(s) settlement
check into the appropriate account(s) sustaining the loss,
providing copies of the University deposit records, back to
the unit sustaining the loss and the Office of the Internal
Auditor.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 316.03
Title:

Reimbursement of Expenses Associated with Interviews

Originator:

Director of Human Resources

Initial Adoption: 05/23/1995
Revision Dates:

03/07/1997; 09/10/2010

I.

Purpose:
To establish general guidelines and procedures for
reimbursement of expenses incurred by candidates invited to campus for
job interviews and members of the search committees associated with
f acuity and approved staff positions.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Candidates invited to campus for job interviews associated with faculty and
approved search committee members.

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

316.03
Reimbursement of Expenses Associated With Interviews

Director Office of Human Resources

05/23/1995
03/07/1997;09/10/2010
To establish general guidelines and procedures for reimbursement of
expenses incurred by candidates invited to campus for job interviews and
members of the search committees associated with faculty and approved
staff positions.

Procedural
References:
Scope (Who Is
Covered By This
UAR?):

Candidates invited to campus for job interviews associated with faculty and
approved staff positions and search committee members.

Description:

Candidate's Reimbursement:

The Office of Human Resources (OHR) will reimburse expenses for two
candidate interviews for each search until initial budgeted funds are
depleted . Departments and offices will be responsible for interview costs for
additional candidate interviews.
Guidelines Regarding Airfare:

The hiring department and office should obtain an economical airline ticket
for each candidate invited to campus. Travel dates and advance purchasing
makes a significant difference in the cost of airline tickets. A
department/office can obtain approval to purchase an airline ticket for a
candidate by initiating a Travel Request in the hiring supervisor's or
committee chairperson's name. A comment should be made on the request
indicating the name of the candidate for whom the ticket is being
purchased. The Travel Request must be approved by up line supervisors and
OHR. An OHR representative will assign an account number (Instructional or
Institutional Recruiting) from which the airline ticket will be paid. Then, a
representative in the Office of Accounting and Budgetary Control (ABC) will
issue an APO (Airline Purchase Order) number that shall be provided to the
travel agency. Only travel agencies providing the University with credit
arrangements can be utilized in this manner. The agency will then invoice
ABC for the airline ticket and payment will be issued directly to the agency
from ABC Only. Normally, the agency will issue an electronic ticket that can
be obtained from the departing airport.
If an authorized agency is not utilized and if a hiring department/office
allows a candidate to purchase his/her own airline ticket, reimbursement
will be for the ticketed amount. As with the process of obtaining a ticket
through an authorized agency, the hiring department is responsible for

ensuring that the cost of the ticket is reasonable based upon current pricing
of airline tickets.
Guidelines Regarding Vehicle Travel Expenses:
Candidates and search committee members will be reimbursed mileage in
accordance with the University's travel regulations. MSU employees will be
reimbursed mileage expenses for picking candidates up from the airport
upon arrival and for returning candidates to the airport for departure. Rental
car use by candidates is discouraged because of the expense involved. If a
rental car is used, the cost will be reimbursed in accordance with the
University's travel regulations. Additionally, if a candidate rents a car, he/she
shall rent the most economical car available. Local mileage (e.g. mileage
involved when taking candidates to lunch} will not be reimbursed by OHR to
MSU employees.
Guidelines Regarding Lodging:
OHR will reimburse expenses for the cost of the candidate's lodging in
accordance with the University's travel regulations.
Reimbursement for Meals:
Candidates will be reimbursed for the actual cost of the meals (if receipts
are provided} or at the University's per-diem rate set forth by the
University's travel regulations. We will reimburse all meals at actual or per
diem, but not a mixture. Therefore, if a candidate requests reimbursement
of actual, he/she will need receipts for all meals. Expenses for alcoholic
beverages are not reimbursable. OHR will not reimburse search committee
members for meal expenses. These expenses can be reimbursed by the
department not to exceed the per-diem rate set forth by the University's
travel regulations.
Other Expenses:
Other expenses related to interviews may be reimbursed upon
recommendation of the appropriate Vice President and approval by the

Director of Human Resources.

Alternative Methods of Interviewing:
Search committees shall make every effort to use alternative methods for
interviewing candidates, especially if it will be extremely costly to bring a
candidate to campus. Other means of interviewing may include, but are not
limited to, telephone conferencing and online conferencing.

Reimbursement Procedures:
Authorized expenses of candidates and search committee members will be
paid by OHR at the conclusion of the search process. Candidates should be
advised by the Chair of the Search Comm ittee to keep a record of all
expenses including airfare, rental car costs, mileage, lodging, meal expenses
and any other expenses related to the interview.

The hiring department or office will be responsible for preparing a Travel
Expense Voucher form (Travel Request form also required for employees}
for each candidate or search committee member requiring reimbursement.
Each form shall be signed by the candidate or search committee member,
the hiring supervisor, and other supervisors, as appropriate, and forwarded
to OHR. OHR will assign the number of the account (Instructional or
Institutional Recruiting} from which the expenses will be paid . The form will
be signed by a representative in OHR and forwarded to the Office of
Accounting and Budgetary Control. The voucher will be audited and
processed for final disbursement.
Approved by: Wayne D. Andrews, President Date : _ _ _/4u+-1/v
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MOREHEADSTATE lJNIVERSITYAbMINISTRATIVE REGULATION
••••.
(UAR)
Number:

316.02

Title:

REIMBURSEMENT OF EXPENSES ASSOCIATED WITH
INTERVIEWS

Originator:

Francene Botts-Butler, Director
Office of Human Resources

Initial Adoption:

May 23, 1995

Revision Dates:

March 7, 1997

I.

Purpose:
To establish general guidelines and procedures for reimbursement of
expenses incurred by candidates invited to campus for job interviews and
members of the search committees associated with faculty and approved
staff positions.

II.

Procedural Reference for:
__
__
__
x
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify,
Revision of 316.01
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Candidates invited to campus for job interviews associated with faculty
and approved staff positions and search committee members.

Attach a description of the UAR.

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR # 316.02
Titled :

REIMBURSEMENT OF EXPENSES ASSOCIATED WITH INTERVIEWS

Date:
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Michael Seelig

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY
.Administrative Regulation
Number:

316.02

Title:

REIMBURSEMENT OF EXPENSES ASSOCIATED WITH
INTERVIEWS

Purpose:

To
establish general
guidelines and
procedures for reimbursement of expenses
incurred by candidates invited to campus
for job interviews and members of the
search committees associated with faculty
and approved staff positions.

Candidate's
Reimbursement:

Guidelines Regarding
Airfare:

The Office of Human Resources (OHR) will
reimburse expenses for two candidate
interviews for each search until initial
budgeted funds are depleted. Departments
and offices will be responsible for
interview costs for additional candidate
interviews.
Departments and offices should obtain the
most economical airline ticket for each
candidate invited to campus. Super Saver
packages
can
save
the
University
considerable
money
even
when
extra
lodging and meal expenses are involved.
Departments/offices must obtain approval
to purchase an airline ticket for a
candidate by initiating a Travel Request
in the hiring supervisor's or committee
chairperson's name. A comment should be
made on the request indicating the name
of the candidate for whom the ticket is
being purchased. The Travel Request must
be approved by OHR and other appropriate
supervisors. OHR will assign the number
of
the
account
(Instructional
or
Institutional Recruiting) from which the
airline ticket will be paid.
To the
extent possible,
airline reservations
should be made at least seven days in
advance
for
cost
saving
purposes.
1

Departments/offices are encouraged to
obtain tickets from the travel agencies
that provide credit arrangements to the
University.
When using one of these
agencies, the cost of the airline ticket
will be billed directly to the Office of
Accounting and Budgetary Control and paid
by OHR. If one of these agencies are not
utilized,
then reimbursement will be
provided under the same guidelines when
allowing a candidate to purchase his/her
own airline ticket (see next paragraph).
If a department/office allows a candidate
to purchase his/her own airline ticket,
reimbursement will be for the ticketed
amount or a maximum of $600, whichever is
less.
The maximum amount will be
reviewed on an annual basis based on the
previous
year's
airfare
cost
with
consideration of inflation.
Should the
maximum amount change, OHR will publish
current information in the UPDATE twice a
year.
Guidelines Regarding
Vehicle Travel
Expenses:

Guidelines Regarding
Lodging:

Candidates and search committee members
will be reimbursed mileage in accordance
with the University's travel regulations.
MSU employees will be reimbursed mileage
expenses for picking candidates up from
the
airport
upon
arrival
and
for
returning candidates to the airport for
departure. Rental car use by candidates
is discouraged because of the expense
involved.
If a rental car is used,
the
cost
will
be
reimbursed
in
accordance
with
the
University's
travel
regulations
by
the
hiring
department's budget. Local mileage (e.g.
mileage involved when taking candidates
to lunch) will not be reimbursed by OHR
to MSU employees.
Candidates should be housed in the Adron
Doran University Center (ADUC) or other
2

campus housing if at all possible. Local
or area airport lodging may be used if no
rooms are available in the _ University
Center. OHR will reimburse expenses for
the cost of the candidate's lodging in
accordance with the University's travel
regulations.
Reimbursement for
Meals:

Candidates will be reimbursed for the
actual cost of the meal, not to exceed
the per-diem rate set forth by the
University's
travel
regulations.
Itemized meal receipts are required to
receive reimbursement of meal costs.
Expenses for alcoholic beverages are not
reimbursable.
OHR will not reimburse search committee
members
for
meal
expenses.
These
expenses
can be
reimbursed by
the
department not to exceed the per-diem
rate set forth by the University's travel
regulations.

Other Expenses:

Alternative Methods
of Interviewing:

Reimbursement
Procedures:

Other expenses related to interviews may
be reimbursed upon recommendation of the
appropriate Vice President and approval
by the Director of Human Resources.
Search committees shall make every effort
to
use
alternative
methods
for
interviewing candidates, especially if it
will be extremely costly to bring a
candidate to campus.
Other means of
interviewing may include, but are not
limited to, telephone conferencing and
video conferencing (compressed video).
Authorized expenses of candidates and
search committee members will be paid by
OHR at the conclusion of the search
process.
Candidates should be advised by the Chair
of the Search Committee to keep a record
3

of all expenses including airfare, rental
car
costs,
mileage,
lodging,
meal
expenses and any other expenses related
to the interview.
The hiring department or office will be
responsible
for
preparing
a
Travel
Expense Voucher form (Travel Request form
also required for employees) for each
candidate or search committee member
requiring reimbursement.
Each form
shall be signed by the candidate or
search committee member,
the hiring
supervisor, and other supervisors, as
appropriate, and forwarded to OHR.
OHR
will assign the number of the account
(Instructional
or
Institutional
Recruiting) from which the expenses will
be paid.
The form will be signed by a
representative in OHR and forwarded to
the Off ice of Accounting and Budgetary
Control.
The voucher will
be audited
and processed for final disbursement.
The hiring department or office will also
be
responsible
for
preparing
an
Interaccount Requisition form for each
candidate
for
payment
of
expenses
associated with a guest room in ADUC or
for
food
services
provided
by
Professional Food Services.
Each form
shall be signed by the hiring supervisor
and other supervisors, as appropriate,
and forwarded to OHR.
OHR will assign
the number of the account (Instructional
or Institutional Recruiting) from which
the expenses will be paid. The form will
be signed by a representative in OHR and
forwarded to the Office of Accounting and
Budgetary Control for processing.
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NJOREHEAD>STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UA-Jt)
Number:

316.01

Title:

Reimburs

Originator:

Michelle Hardi , Interim Director of H1.111an Resources

Initial Adoption:

ent of Expenses Associated With Interviews

May 23. 1995

Revision Dates:
I.

II.

Purpose:

To establish genera guidelines and procedures f r
reimbursement of exp ses associated with job i e
for faculty and appro d staff positions.

Procedural Reference for:
_ _ KRS, specify - - - - - - - - - - - - - ' < - - - - " , - - - - - - - - - - CHE policy, specify - - - - - - - - - - - - - - - > . - - - - - - - - - BOR policy, specify - - - - - - - - - - - " , - - - - - - - - - - - - - UAR, specify - - - - - - - - - - - - - - ' , - - - - -- - -- - - - Other, specify _ _ _ _ _ _ _ _ _ _ _,.___ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):

Candidates invited to campus for job interviews associated with
faculty and approved staff positions and search ontnittee members.
Attach a description of the UAR.

UAR Distribution List
The following shall receive a copy of the UAR # 316 .01 titled Reimbursement of

_E_x_p_e_n_s_e_s_A_s_s_o_c_i_a_te_d_ W
_i_t_h_ In_t_e_rv
_ i_e_w_s_ _ _ _ _ _ _ _ . Date: 5 123 195
X
X
X
X

Vice
Vice
Vice
Vice

X
X
X

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

President
President
President
President

for
for
for
for

Academic Affairs and Dean of Faculty
Administration and Fiscal Services
Student Life and Dean of Students
University Advancement

Others:*

All originals will be filed in the Executive Vice President's Office, HM 205, and duplicates
in the Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

316.01

Morehead State University
Administrative Regulation

Title:

REIMBURSEMENT OF EXPENSES ASSOCIATED
WITH INTERVIEWS

Purpose:

To establish general guidelines and procedures for
reimbursement of expenses incurred by candidates
invited to campus for job interviews and members of
the search committees associated with faculty and
approved staff positions.

Candidate's
Reimbursement:

Guidelines Regarding
Airfare:

Guidelines Regarding
Vehicle Travel Expenses:

Guidelines Regarding
Lodging:

The Office of Human Resources (OHR) will reimburse
expenses for up to three (3) candidate interviews.
Departments and offices will be responsible for all
interview costs for more than three candidate
interviews.

Departments and offices should obtain the most
economical airline ticket for each candidate invited to
campus.
Super Saver packages can save the
University considerable money even when extra
lodging and meal expenses are involved.

Candidates and search committee members will be
reimbursed mileage in accordance with the University's
travel regulations. Rental car use by candidates is
discouraged because of the expense involved;
however, if a rental car is used, the cost will be
reimbursed in accordance with the University's travel
regulations.

Candidates should be housed in the Adron Doran
University Center (ADUC) if at all possible. Local or
area airport lodging may be used if no rooms are
available in the University Center. The OHR will
reimburse expenses for the cost of lodging in
accordance with the University's travel regulations.
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Reimbursement for
Meals:

Candidates will be reimbursed for the actual cost of the
meal, not to exceed the per-diem rate set forth by the
University's travel regulations. Meal receipts are
required to receive reimbursement of the meal cost.
The OHR will reimburse the actual cost of the meal,
not to exceed the per-diem rate set forth by the
University's travel regulations , of one search committee
member for each meal period.

Other Expenses:

Reimbursement
Procedures:

Other expenses related to interviews may be
reimbursed upon recommendation of the appropriate
Vice President and approval by the Director of Human
Resources. Expenses for alcoholic beverages are not
reimbursable.

Authorized expenses of candidates and search
comm ittee members will be paid by the OHR at the
conclusion of the search process.
Candidates should be advised by the Chair of the
Search Committee to keep a record of all expenses
including airfare, rental car costs, mileage, lodging,
meal expenses and any other expenses related to the
interview.
The hiring department or office will be responsible for
preparing a Travel Expense Voucher form for each
candidate or search committee member requiring
reimbursement. Each form should be signed by the
candidate or search committee member, the hiring
supervisor, and other supervisors, as appropriate, and
forwarded to the OHR. The OHR will assign the
number of the account (Instructional or Institutional
Recruiting) from which the expenses will be paid . The
OHR will forward each Travel Expense Voucher to the
Office of Accounting and Budgetary Control to be
audited and processed for final disbursement.
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The hiring department or office will also be responsible
for preparing an lnteraccount Requisition form for each
candidate for payment of expenses associated with a
guest room in ADUC or for food services provided by
Professional Food Services. Each form should be
signed by the hiring supervisor and other supervisors,
as appropriate , and forwarded to the OHR. The OHR
will assign the number of the account (Instructional or
Institutional Recruiting) from which the expenses will
be paid. The OHR will forward each form to the Office
of Accounting and Budgetary Control for processing .
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

317.01

Title:

Bus Scheduling for Non-University Groups

Originator:

Office of Physical Plant

RECOMMENDED DELETION

Initial Adoption: 06/13/1995
Revision Dates:
I.

Purpose:
Recommended deletion. As of July 2008, Facilities
Management no longer provides bus scheduling for non-university groups.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:

317.01

Originator:

Office of Physical Plant

Initial Adoption:

06/13/1995

Bus Scheduling for Non-University Groups

Revision Dates:
Technical Revision
Dates:
Purpose:

To outline a defined procedure for the scheduling of University
by Non-University Groups.

Procedural
References For:

UAR?):

Any Non-University entity requesting the use of ni
usage is limited to governmental entitie
ly. ' o groups or agencies are not eligible.

Description:

APPLICABILITY

Scope (Who Is
Covered By This

Any non-university entity re
of university vehicles, in
entities is limited to gov
Associations of the

ns, by non-university
nd Foundations and

-· al Plant is responsible for the approval and

e uling of university vehicles for university groups and uses has
iority. A governmental entity, Foundation or Association of the
University, requesting use of a University vehicle shall contact the
Office of Physical Plant Facilities Management. A written request is to
be made identifying the organization, the purpose of the trip, use
requirements, and billing information. The Office of Physical Plant shall
verify the qualifications of the requesting organization and act upon the
request. If the request is approved and the vehicle(s) is available, the
Office of Physical Plant shall contact the organization to confirm
arrangements.
The fees charged for use of University buses shall be the rates as
I am recommending that we delete UAR 317.01. As of July, 2008, Facilities Management no longer
provides bus scheduling for non-university groups.

reflected in the University Fee Schedule . These rates are subject to
change. A copy of the Office of Physical Plant's Facilities Management
Guidelines for Scheduling and Operating Buses and/or a copy of the
Morehead State University Motor Pool Regulations shall be provided to
all groups in advance of their use of University vehicles. Noncompliance with University operating regulations may result in the
denial of future use of University vehicles by the request organization .
Morehead State University operates its buses in compli
Department of Transportation's Federal Motor Car rer S
Regulations.
Approved by: Ron G. Eaglin Date: 06/13/

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 317 . 0 l
Tttle:

Bus Scheduling for Non- University Groups

Originator:

Office of Physical Plant

Initial Adoption:

June 13, 1995

Revision Dates:

l.

Purpose:

To out l ine a defined procedure for the schedu l ing of

Univer sit y buses by Non- Uni versity Groups .

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

Any Non- University entity

reques ting the use of University buses .
to governmental entities on l y .

Bus usage is l i mited

Non-Governmental groups or

agencies are not eligible .

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR # 31 7. o1
Titled:

Bus Scheduli ng f or Non-Uni versity Gro ups

Date:

May 16 , 1995
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

r-\ppropriate VP is responsible for distribution to those people in his/her division.

317.01

MOREHEAD STATE UNIVERSITY
Administrative Regulation

TITLE:

Use of University vehicles by Non-University
Groups

PURPOSE:

To define a procedure for the scheduling of
University vehicles by non-university groups.

APPLICABILITY:

Any non-university entity requesting the use of a
university vehicle. Use of university vehicles,
including buses and vans, by non-university
entities is limited to governmental entities and
Foundations and Associations of the University for
which use operational agreements exist. Nongovernmental groups or agencies may not use the
University's motor pool vehicles.

RESPONSIBILITY:

The Office of Physical Plant is responsible for the
approval and scheduling of University vehicles.

PROCESS:

Scheduling of university vehicles for university
groups and uses has priority. A governmental
entity, Foundation or Association of the University,
requesting use of a University vehicle shall contact
the Office of Physical Plant. A written request is to
be made identifying the organization, the purpose
of the trip, use requirements, and billing
information. The Office of Physical Plant shall
verify the qualifications of the requesting
organization and act upon the request. If the
request is approved and the vehicle( s) is available,
the Office of Physical Plant shall contact the
organization to confirm arrangements.
The fees charged for use of University buses shall
be the rates as reflected in the University Fee
Schedule. These rates are subject to change.

317 .0 1

A copy of the Office of Physical Plant's Guidelines
for Scheduling and Operating Buses and/or a copy
of the Morehead State University Motor Pool
Regulations shall be provided to all groups in
advance of their use of University vehicles. Noncompliance with University operating regulations
may result in the denial of future use of University
vehicles by the requesting organization.
Morehead State University operates its buses in
compliance
with
the
Department
of
Transportation's Federal Motor Carrier Safety
Regulations.

317.01

MSU MOTOR POOL REGULATIONS
TRANSPORTATION
Morehead State University maintains a motor pool of state and university vehicles
consisting of sedans, vans and buses. Selected policies and procedures governing
the use of these vehicles follows:
GENERAL RULES AND REGULATIONS
*Vehicles shall be used solely for performing official state or university
business and any other use is prohibited.
*Vehicles s h all not be driven to or parked at a place of residence unless
specifically authorized.
*Passengers shall be limited to only university personnel and persons connected
with official state or university business on the particular trip.
*Operators of vehicles shall return the vehicle to the same pool from which it
was assigned. Vehicles returned after working hours shall be locked. Deposit
the keys and credit card in the designated receptacle.
*Operators shall report any observed malfunctions or potential problems, such as
faulty brakes, tires, steering, etc. when returning a vehicle.
*The operator and all passengers must wear seat belts.
*Student operators must be in compliance with the University Administrative
Regulation 311.01, MSU Student Motor Vehicle Operation Program.
ACCIDENTS
*An operator whose vehicle is involved in an accident resulting in damage to the
vehicle or to any other property, or to any person, regardless of whether or not
the operator was in the vehicle at the time of the accident, shall immediately
prepare Department of Justice, Bureau of State Police Form KSP232. The operator
shall submit two copies of the form to the Commonwealth of Kentucky Division of
Transportation Services within three days and submit one copy to the State Police
if required by law.
*When a police report is necessary, the operator or the university shall obtain
a copy of the report and submit it to the Commonwealth of Kentucky Division of
Transportation Services.
*The Office of Risk Management shall be notified by telephone at ( 606)783-2007
of any accident involving a university or state vehicle. If an accident occurs
after office hours, notification should be left via voice mail. A copy of all
police reports should be forwarded to the Office of Risk Management.
STATE CREDIT CARDS
*A credit card may be furnished with the vehicle. A credit card shall be used
only for the vehicle for which it is issued.
*Credit cards may be used to purchase non-premium gasoline and oil compatible
with proper engine operation.
*Credit cards may be used for emergency services such as tire repairs, fan belts,
hoses, etc., but the charges must not exceed $20 without prior authorization from
either the Commonwealth of Kentucky Division of Transportation Services at
(502)564-4649 if it is a state vehicle or the Office of Physical Plant if it is
a university vehicle.
*Credit card shall not be used for tune-ups or other general maintenance without
prior authorization from either the Commonwealth of Kentucky Division of
Transportation Services or the Office of Physical Plant.
*The operator shall record the ve hicle license tag number and mileage, and sign
the charge slip for all credit card purchases.
*Operators shall turn in the customer's copy of credit card receipt with the
vehicle at the end of the trip.
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Number: 319.02
Title:

SALARY INCREASE UPON BEING A WARDED AN
ADVANCED OR NEW DEGREE

Originator:

Roger Barker, Director of Human Resources
Office of Human Resources

Initial Adoption:

8/17/95

Revision Dates:

10/17 /01

This regulation is designed to implement the provisions of PG-41
by awarding base salary increases or bonus for faculty, librarians and
staff receiving advanced or new degrees.

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _____P_G_-4_1__ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
Morehead State University faculty, librarians and staff.

Attach a description of the UAR.
Approved by:

~

Date

UAR Distribution List
The following shall receive a copy of the UAR #

319.02

Titled : Salary Increase Upon Being Awarded an Advanced or New Degree
October 17, 2001

Date:

(

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*

i originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division .

UAR 319.02

Morehead State University
Administration Regulation
Title:

SALARY INCREASE UPON BEING AWARDED AN
ADVANCED OR NEW DEGREE

Purpose:

This regulation is designed to implement the provisions of
PG-41 by awarding a base salary increase or bonus to faculty,
Librarians and staff receiving advanced or new degrees.

Definitions:

Advanced Degree: The next level of educational degree.
New Degree: An initial degree, e.g. an associate degree or
bachelor's degree, or a second degree, e.g., a second master's
degree.

Guidelines:
Faculty and Librarians:

(

To recognize educational achievements, faculty and librarians
will receive a $1,000 base salary increase upon earning an
initial doctoral degree. The increase is not retroactive unless
specified in the employment contract, but becomes effective
the fall or spring academic semester after the degree is
awarded.
Faculty and librarians receivin second degrees in their
discipline, i.e., a secon m er s r doctoral degree, etc., will
receive a non-recurring bonus accordingly: $1,000 for a
doctoral degree; and $500 for a master's degree. The
effective date of the bonus shall be either January- 1 or July 1,
following the receipt of the degree.

Staff:

To recognize educational achievements, staff receiving an
advanced degree beyond the minimum educational
requirements for the position they occupy, or when receive
an initial degree greater than the minimum educational
requirements for the position they occupy, will receive base
salary increases accordingly: $1,000 for a doctoral degree;
$800 for a specialist degree or terminal professional
certification, e.g., CPA; $500 for a master's degree: $400 for a
bachelor's degree, and $300 for an associate degree. The
salary increase is not retroactive, but becomes effective on
January- 1 or July 1, following the academic semester in which
the degree is awarded.
The recurring hourly rate increases for non-exempt staff will
be based on a 1,950-hour-workyear.

UAR 319.02

Staff who receive second degrees, or initial advanced degrees
equal to the minimum educational requirement for the
position they hold, will receive a non-recurring bonus
accordingly: $1,000 for a doctoral degree; $800 for a
specialist degree or terminal professional certification, e.g.,
CPA; $500 for a master's degree; $400 for a bachelor's
degree, $300 for an associate degree, and $200 for a high
school diploma or GED.

(

Other:

A faculty member, librarian or staff member may receive
more than one base salary adjustment if the new degree is an
advanced degree. A faculty member, librarian or staff
member may also receive more than one bonus for second
degrees.

Administrative Procedure:

All increases shall be accomplished by a Personnel Action
Request (PAR) initiated by the faculty, librarian or staff
member's supervisor following receipt of the new degree.
The PAR is to be accompanied by the official transcript.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

320.02

Title:

Motor Pool Regulations and Procedures

Originator:

Office of Facilities Management

Initial Adoption: 10/31/1995
Revision Dates:

09/10/2010

I.

Purpose:
To define regulations and procedures for utilization of
University vehicles.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All users of university vehicles.

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:
Title:
Originator:
Initial Adoption:

320.02
Motor Pool Regulations and Procedures

Office of Facilities Management

10/31/1995

Revision Dates:

09/10/2010

Purpose:
Procedural
References For:

To define regulations and procedures for utilization of University vehicles.

Scope (Who Is
Covered By This
UAR?):

All users of University vehicles.

Description:

I.

GENERAL
Utilization of all University vehicles is the administrative
responsibility of the Vice President for Administration and Fiscal
Services. The Motor Pool of Morehead State University operates under
the official policies and procedures governing the use of State and
University vehicles.

II. SCHEDULING
A. The scheduling of all University vehicles is done on a first come, first
served basis, based on the date and time the properly completed
Travel Request Form is received in the Motor Pool office of Office of
Facilities Management.
B. To request the use of a fleet vehicle, a completed Travel Request
must be submitted and approved prior to the trip. The travel request
is forwarded to the Office of Accounting and Budgetary Control for
processing. If a vehicle is requested, the request is sent to the Work
Control Center of Facilities Management for scheduling and verified
with the requesting employee. Approval of requests is provisional
upon the requests meeting the following criteria: Officially scheduled
University events such as class field trips, athletic events, musical and
dramatic performance, workshops, seminars and conferences,
University relations, and official administrative state business.
C. In the event of a conflict regarding vehicle usage, such as when more
simultaneous requests are received than there are vehicles available,
the consideration will be given to the number of people served, the
distance involved, and budgetary allowances. Also considered will be
the following priorities: academic programs, athletic events,
administrative state business, and student groups. If the conflict

cannot be resolved by any of the above mentioned criteria, the Vice
President for Administration and Fiscal Services is empowered to
make decisions determining vehicle usage.
D. More information regarding the utilization of fleet vehicles may be
requested by designated personnel of Facilities Management and/or
the Vice President for Administration and Fiscal Services.
Correspondence, registrations, agendas, schedules, etc., may be
required for clarification and support of the request for vehicle usage.
Ill. VEHICLE OPERATORS
A. All vehicle operators shall be holders of valid operator's licenses and
required to complete a Morehead State University User Agreement
Form. Operators licenses will be checked for validity prior to the
initial use of a vehicle and periodically (annually} during the year. The
Vehicle User Agreement form is available on the Police Department
web page under forms. The form should be completed and submitted
for approval at least two weeks prior to vehicle use.
B. All vehicle operators shall be employees or agents of the
Commonwealth of Kentucky
1. An employee is defined as any one receiving wages from the
Commonwealth of Kentucky or Morehead State University.
2. An agency of the Commonwealth of Kentucky is defined as "one
who is authorized by the Commonwealth to act in its behalf, or to
act for it." Only a department head of Morehead State University
may designate an agent.
3. Student driver, graduate or undergraduate, with valid operator's
license and in compliance with University Administrative
Regulation UAR 311.

C. Vehicle operators may not have more than six (6} current driving
violation points or fifteen (15) accumulated driving violation points
during the past five (5) years, as administered by the Commonwealth
of Kentucky's Transportation Cabinet on the driver license records.
Anyone with a DUI conviction will immediately forfeit driving
privileges of state owned vehicles for six (6) months.
D. For all trips involving students in fleet vehicles seating up to ten, a
faculty or staff sponsor/advisor shall be responsible at all times for
the operation of the fleet vehicle in accordance with all official
policies and procedures.
E. A full-time Bus Driver is employed by the University for the purpose

of operating fleet vehicles with a seating capacity of more than ten.
In cases where the faculty or staff sponsor/advisor absolutely cannot
be present, an employee or an agent of Morehead State University
may be appointed to act under the direct supervision of the
sponsor/advisor.
G. All vehicle operators and passengers shall be liable for disciplinary
action by their immediate supervisors and the University's
administration as well as any resulting legal actions for violation of
any of the official policies and procedures governing the use of State
and University vehicles. The University reserves the right to cancel
trips at any time if a vehicle operator violates any official policies and
procedures. If passengers in fleet vehicles violate any official policies
and procedures, the University employee or agent should
immediately cancel the trip and return the vehicle to the University.
Persons utilizing fleet vehicles shall familiarize themselves and fully
comply with these regulations.
F.

IV. RULES AND REGULATIONS
A. Vehicles shall be used solely for performing official state or University
business and any other use is prohibited .
B. The operator and all passengers must wear seat belts when the
vehicle is in motion .
C. Veh icles shall not be driven to or parked at a place of residence.
D. Passengers shall be limited to only University personnel and persons
connected with official state or University business on the particular
trip.
E. Operators of vehicles shall return the vehicle to the same pool from
which it was assigned . Vehicles returned after working hours shall be
locked. Deposit the trip ticket, keys, and credit card in the designated
receptacle .
F. Operators shall report any observed malfunctions or potential
problems, such as faulty brakes, tires, steering, etc. when returning a
vehicle .
G. Student operators must be in compliance with UAR 311, MSU
Student Motor Vehicle Operation Program .
H. Smoking in state owned vehicles is prohibited.
I. Alcoholic beverages and/or illegal drugs as defined in the Kentucky
Revised Statutes are prohibited in University vehicles.
V. ACCIDENTS
A. An operator whose vehicles is involved in an accident resulting in
damage to the vehicle or to any other property, or to any person ,

regardless of whether or not the operator was in the vehicle at the
time of the accident, shall immediately prepare Department of
Justice, Bureau of State Police form KSP 232. The operator shall
submit two copies of the form to the Office of Facilities Management.
B. When a police report is necessary, the operator or the Un iversity
shall obtain a copy of the report and submit it to the Commonwealth
of Kentucky Division of Transportation Services.
C. The Office of Facilities Management shall be notified by telephone
at(606} 783-2147 of any accident involving a University or state
vehicle . If an accident occurs after office hours, notification should be
left via voice mail. A copy of all police reports should be forwarded to
Environmental Health & Safety.
Approved by : Wayne D. Andrews, President Date : ~ -

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

320.01

Motor Pool Regula~ions and Procedures

Originator:

Office of Physical Plant

Initial Adoption: Oc tob er 31, 1995
Revision Dates:

I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To define regulations and procedures for utilization of
University vehicles .

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

All users of University vehicles

(Description Attached)

by:

)J,
Ronald G. Eaglin, Presi

Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:
Date:

320.01

Motor Pool Regulations and Pracednres
Octob er 31, 1995
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students
Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Department Chairs
Academic Affairs Directors

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

'Appropriate VP is responsible for distribution to those people in his/her division.
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MOREHEAD STATE UNIVERSITY
MOTOR POOL REGULATIONS AND PROCEDURES

TITLE:

MOTOR POOL REGULATIONS AND PROCEDURES

RESPONSIBILITY:

The Office of Physical Plant

PURPOSE:

To define regulations and procedures for utilization of University vehicles.

APPLICABILITY:

All users of University vehicles

PROCESS:

I.

GENERAL

Utilization of all University vehicles is the administrative
responsibility of the Vice President fo r Administration and Fiscal
Services. The Motor Pool of Morehead State University operates
under the official policies and procedures governing th e use of
State and University vehicles .
II.

SCIIBDULING
A

The scheduling of all University vehicles is done on a first
come, first served basis, based on the date and time the
properly completed Travel Request Form is received in
the Motor Pool office of the Phys ical Plant.

B.

To request the use of a fl eet vehicle, a completed Travel
Request must be submitted to the Motor Pool office of
the Physical Plant. Approval of requests is provisional
upon th e requests meeting the following criteria:
Officially scheduled University events such as class field
trips, athletic events, musical and dramatic performance,
workshops, seminars and conferences, University
relations, and official administrative state business.

C.

In the event of a conflict regarding vehicle usage, such as
when more simultaneous requests are received than there
are vehicles available, the consideration will be given to
the number of people served, the distance involved, and
budgetary allowances. Also considered will be the
following priorities: academic programs, athletic events,
admi nistrative state business, and student groups. If the
co nflict cannot be resolved by any of the above
mentioned criteria, the Vice President for Administration
and Fiscal Services is empowered to make decisions
determining vehicle usage.

D.

More information regarding the utilization of fleet
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vehicles may be requested by designated personnel of
Physical Plant and/or the Vice President for
Administration and Fiscal Services. Correspondence,
registrations, agendas, schedules, etc., may be required for
clarification and support of the request for vehicle usage.
III.

VEHICLE OPERATORS
A

All vehicle operators shall be holders of valid operator's
licenses and required to complete a State Vehicle Use
Agreement form (copy attached). Operators licenses will
be checked for validity prior to the initial use of a vehicle
and periodically (annually) during the year.

B.

All vehicle operators shall be employees or agents of the
Commonwealth of Kentucky
1.

An employee is defined as any one rece1vmg
wages from the Commonwealth of Kentucky or
Morehead State University.

2.

An agency of the Commonwealth of Kentucky is
defined as "one who is authorized by the
Commonwealth to act in its behalf, or to act for
it." Only a major department head of Morehead
State University may designate an agent.

3.

Student driver, graduate or undergraduate, must
possess a Student Motor Vehicle Operator
Authorization card.

C.

Vehicle operators may not have more than six (6) current
driving violation points or fifteen ( 15) accumulated
driving violation points during the past five (5) years, as
administered by the Commonwealth of Kentucky's
Transportation Cabinet on the driver license records.

D.

For all trips involving students in fleet vehicles seating up
to fifteen, a faculty or staff sponsor/advisor shall be
responsible at all times for the operation of the fleet
vehicle in accordance with all official policies and
procedures.

E.

A full-time Bus Driver is employed by the University for
the purpose of operating fleet vehicles with a seating
capacity of more than fifteen.

F.

For all trips involving students in fleet vehicles seating
more than fifteen, which requires the use of the
University's Bus Driver, the faculty or staff
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sponsor/advisor has the same responsibilities as above,
except for the actual operation of the vehicle.
G.

In cases where the faculty or staff sponsor/advisor
absolutely cannot be present, an employee or an agent of
Morehead State University may be appointed to act
under the direct supervision of the sponsor/advisor.

H.

All vehicle operators and passengers shall be liable for

disciplinary action by their immediate supervisors and
the University's administration as well as any resulting
legal actions for violation of any of the official policies
and procedures governing the use of State and Unjversity
vehicles. The University reserves the right to cancel trips
at any time if a vehicle operator violates any official
policies and procedures. If passengers in fleet vehicles
violate any official policies and procedures, the University
employee or agent should immediately cancel the trip and
return the vehicle to the University.
Fleet vehicles are operated under the official policies and
procedures governing the use of State and University
vehicles. Persons utilizing fleet vehicles shall familiarize
themselves and fully comply with these regulations.
IV.

RULES AND REGULATIONS

A

Vehicles shall be used solely for performing official state
or University business and any other use is prohibited.

B.

The operator and all passengers must wear seat belts .

C.

Veh ides shall not be driven to or parked at a place of
residence unless specifically authorized.

D.

Passengers shall be limited to only University personnel
and persons connected with official state or Unjversity
business on the particular trip .

E.

Operators of vehicles shall return the vehicle to the same
pool from which it was assigned. Vehicles returned after
working hours shall be locked. Deposit the trip ticket,
keys, and credit card in the designated receptacle.

F.

Operators shall report any observed malfunctions or
potential problems, such as faulty brakes, tires, steering,
etc. when returning a vehicle.
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V.

G.

Student operators must be in compliance with the
University Administrative Regulation 311 .01 , MSU
Student Motor Vehicle Operation Program.

H.

Smoking in state owned vehicles is prohibited.

I.

Alcoholic beverages and/or illegal drugs as defined in the
Kentucky Revised Statutes are prohibited in University
vehicles .

ACCIDENTS
A

An operator whose vehicle is involved in an accident
resulting in damage to the vehicle or to any other
property, or to any person, regardless of whether or not
the operator was in the vehicle at the time of the
accident, shall immediately prepare Department of
Justice, Bureau of State Police Form KSP 232 . The
operator shall submit two copies of the form to the
Commonwealth of Kentucky Division of Transportation
Services within three days and submit one copy to the
State Police if required by law.

B.

Wh en a police report is necessary, the operator or the
University shall obtain a copy of the report and submit it
to the Commonwealth of Kentucky Division of
Transportation Services.

C.

The Office of Risk Management shall be notified by
telephone at (606) 783-2007 of any accident involving a
University or state vehicle If an accident occurs after
office hours , notification should be left via voice mail . A
co py of all police reports should be forwarded to the
Office of Risk Management.
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MOREHEAD STATE UNIVERSITY
STATE VEHICLE USE AGREEMENT

I acknowledge that I have read a copy of the Commonwealth of Kentucky Policies and
Procedures governing the use of state vehicles and understand the statewide and MSU-specific
fleet policies and procedures.
As a condition of my accepting a vehicle, I agree to an annual check of my driving record .
I agree to inform my supervisor and the MSU Motor Pool Manager whenever any negative
change in the status of my driving record may occur, such as license revocation, restriction, or
suspension. I understand that any negative change in the status of my driving record may result in
the revocation of the privilege of driving a state-owned vehicle.

(Please Print)
Driver' s Name

---------------------------

Driver' s Social Security No ._ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Valid Driver' s License Number- - - - - - - - - - - - - - -State- - - University Department_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Driver' s Signature

-------------------------

Date Signed_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Return completed for to the Office of Physical Plant, UPO 831

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

321.01

Title:

STORAGE AND DISPOSAL OF SURPLUS FIXED ASSETS

Originator:

Porter Dailey, Vice President
Administration and Fiscal Services

Initial Adoption:

4/ 4 / 96

Revision Dates:

I.

Purpose:
To develop a regulation related to short-term storage and disposal of fixed
assets at the Support Services Complex located at 606 West Main Street,
Morehead, Kentucky.

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ __ _ _ _ _ _ _ _ _ _ __
BOA policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ __ __ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ __ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All departments/units of the University community.

Attach a description of the UAR.
The Background , Administrative Regulation and Administrative Procedures are
attached.

Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:

Date:

321.01

STORAGE AND DISPOSAL OF SURPLUS FIXED ASSETS

4/ 4/96

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others: *
Mike Seelig
Mike Walters
Ron Jones

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
ibrary.
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, -Appropriate VP is responsible for distribution to those people in his/her division.

Morehead State University
Administrative Regulation

Title:

STORAGE AND DISPOSAL OF SURPLUS FIXED ASSETS

Background:

The University has in the past leased various facilities from
external vendors to provide both short- and long-term storage for
the University community. The acquisition of the former Cowden's
Facility (now called the Support Services Complex) at 606 Main
Street has allowed the University to -consolidate its warehousing
and storage needs.
The facility will provide storage space for surplus fixed assets
awaiting transfer to other departments/units or to be placed for
sale to the general public. The Support Services Complex will be
staffed on a daily basis and departmental inspection and selection
of available surplus items will be greatly improved.

Administrative
Regulation:

Property declared surplus to the needs of any University
department/unit shall be moved to the Support Services Complex.
Items suitable for use by other campus departments/units shall be
available for inspection and transfer on a first-come, first-served
basis for a period of thirty (30) calendar days following removal
from the original department/unit. At the end of the thirty (30) day
period, the items will be made available to other external public
purchasing units, or offered for sale on a first-come, first-served
basis to the general public. Sales to the general public shall be
made via a daily tagged item sale or through periodic public
auctions.
Requests to store fixed assets for extended periods of time, such
as is often required when renovating a campus facility, will be
addressed on an available space basis.

Administrative
Procedures:

1.

Request for transfer oLS.1,Jrplus fixed assets may be sent via
*e-mail to the Properties Manager for the purpose of:
a)

.

Requesting the pick-up and disposal of surplus
items: Declare the items as surplus to the needs of
the individual department/unit, the current location,
and white-bar-code tag number(s) .

b)

Requesting storage space for fixed assets during
renovation project: Include a listing of the assets
needing storage space, a description of the
renovation project, the estimated amount of square
footage needed, and the estimated length of time for
the storage. A reply to the request will be made
within ten (10) working days.

2.

Properties Manager will forward the request to the Physical Plant
to schedule a pick-up and delivery to the Complex.

3.

Once items have been delivered to the Complex, the above
regulation and procedures will be strictly adhered to.

* A requested programming change on the Aims system will soon replace the original

three-part NCR form (Equipment Inventory Action Report) and the current e-mail
format.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

'

Number:

322.01

Title:

POLICY FOR EXTERNAL VENDORS CONDUCTING SALES
ON CAMPUS

Originator:

Mike Walters, Assistant Vice President
Office of Fiscal Services

Initial Adoption:

June 3, 1996

Revision Dates:

I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To define the circumstances when external vendors will be
allowed to sell or otherwise distribute goods and/or services
on the campus of Morehead State University

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Any vendor not operating as a part of or under a contract with
Morehead State University. The policy shall not apply to casual fund
raising activities conducted by student organizations that have
advance written approval from the appropriate University
administrative unit.

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR #

322.01

Titled:

POLICY FOR EXTERNAL VENDORS CONDUCTING SALES ON CAMPUS

Date:

June 3, 1996
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Mike Walters, Assistant Vice President, Fiscal Services
Mike Seelig, Special Assistant to the President
Charlotte Dowdy, Director of Purchasing
Jan Burge, Conference Services Director
Larry Stephenson, Director of Student Activities
Clyde James, University Center Services Manager

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

, Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
RELATED TO EXTERNAL VENDORS ON CAMPUS

Title:

Policy For External Vendors Conducting Sales on Campus

Purpose:

To define the circumstances when external vendors will be allowed
to sell or otherwise distribute goods and/or services on the campus
of Morehead State University.

Applicability:

This policy will apply to any vendor not operating as a part of or
under a contract with Morehead State University. The policy shall
not apply to casual fund raising activities conducted by student
organizations that have advance written approval from the
appropriate University administrative unit.

Policy:

Any vendor (individual, company, organization or group), desiring to
engage in any type of commercial solicitation on the campus of
Morehead State University shall make application for a University
Sales and Solicitation Permit (Permit) with the Office of the Vice
President for Administration and Fiscal Services. Applications will
be reviewed and a response to the application will be made within
five (5) business days after the date submitted. Applications for a
Permit shall include at a minimum:

•
Fees:

•

1.

A completed application form.

2.

Copies of any required federal, state, or local occupational
license or permit necessary for the conduct of the solicitation.

3.

Evidence of insurance holding the University harmless from
any liability that results from any action of the vendor or any
representative of the vendor, and any liability that may result
from the purchase, use, or consumption of any product, good
or service sold or distributed by the vendor.

Vendors approved to solicit the sale or distribution of goods or
services on campus shall pay a vendor fee of $75 for the first day of
sales and $25 for each subsequent day of operations.
Evidence
of payment of the fee must be presented prior to the issuance of a
Permit.
Fees assessed under this policy shall be in addition to any other
1

applicable University fee such as rental of facilities or equipment,
charges for labor, or other goods or services that may be provided
by Morehead State University.
Location of Solicitation Operations:

The solicitation of the sale or distribution of goods or services shall
be limited to such places and times of operation that may be
deemed appropriate by the University. In accordance with the
policies and procedures outlined in The Eagle, the official handbook
for students, commercial solicitation is not allowed in residence halls.
Identification:

Vendors approved for solicitation on campus will be required to post
conspicuously the Permit. The Permit shall identify the vendor, the
goods and/or services being offered, and the authorized dates and
times of operation . In addition , each representative of the vendor
shall carry and display on his/her person , identification in a form
specified by the University.

Prohibited Goods and Services:

The University will not issue Permits to solicit the sale or distribution
of goods or services that fall into the following categories:
1.

Any goods or services like or similar to any that are offered
for sale by a unit or contractor of Morehead State University,
including but not limited to:
a.

Books , cloth goods, posters, photographs , supplies , or
other articles offered for sale at the University
Bookstore.

b.

Cards or other access to local or long distance
telephone services.

c.

Food products regardless of form (ie , ready to eat, take
out or catered meal) .

2.

Credit cards

3.

Any product, good, or service , the sale or distribution of which
is prohibited or restricted by law.

4.

Any other product, good or service , the sale or distribution of
2

which is deemed not to be in the best interest of Morehead
State University.

Failure to Comply With Policy:
Any vendor holding a valid Permit to solicit the sale or distribution of
goods or services on the campus of Morehead State University that
is found to be in noncompliance with any provision of this policy,
shall be notified to cease operations until such time that compliance
with the terms of the policy have been met. Any vendor who fails or
refuses to come into compliance will be required to vacate the
premises of the University.
Any vendor operating without a valid permit will be required to vacate
the University premises. In the event that any vendor found to be
in violation of this policy refuses to vacate the premises of the
University, the employee who shall have delivered the order to
vacate shall contact the Morehead State University Office of Public
Safety and arrange for the vendor's removal.

3

EXECUTIVE SUMMARY
MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
RELATED TO EXTERNAL VENDORS ON CAMPUS

For years , the University has permitted off-campus vendors to establish
sales areas on its campus to market goods and services to faculty, staff and particularly
students. These vendors have been provided with tables and space, primarily in the
Adron Doran University Center. The goods and services offered have included cloth
goods, books , posters, long distance telephone cards , credit cards, food items,
newspapers, and jewelry to name a few. The University does not participate in the
revenues generated by these vendors except for a token rental fee for the tables.
In many instances, the goods and/or services being offered by the vendors
compete directly with goods and services offered for sale by the University. The propriety
of offering some goods or services, such as credit cards, to students has been
questioned by advisors and administrators, and has drawn criticism from parents.

4

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 323 .0 1
Title:

CHILDREN AND OTHER DEPENDENTS IN THE WORKPLACE

Originator:

Francene Botts, Director of Human Resources
Gary Messer, Director of Risk Management

Initial Adoption: 6 /17 /96
Revision Dates:

I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

An Administrative Regulation that addresses children , and other
dependents under the care or supervision of University
employees, in the workplace and classroom.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):

This regulation applies to all Morehead State University faculty,
staff, students, volunteers and legal guardians.

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR # 3 23. o1
Titled:
Date:

CHILDREN AND OTHER DEPENDENTS IN THE WORKPLACE
6/17/96
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others: *
Mike Seelig

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION

TITLE:

Children and Other Dependents in the Workplace

PURPOSE:

An Administrative Regulation that addresses children , and
other dependents under the care or supervision of University
employees , in the workplace and classroom.

DEFINITIONS:

Workplace: All academic and administrative work spaces,
classrooms, laboratories, museums , libraries, indoor and
outdoor recreational spaces, the farm.
Child: Under the age of 16.
Other Dependents: A person under the care or supervision
of a University employee.
Approving Supervisor: The person having direct supervisory
responsibility for the faculty or staff member or student
worker. In the case of the classroom student, the instructor
is the approving authority.

APPLICABILITY:

This regulation applies to all Morehead State University
faculty, staff, students , volunteers and legal guardians.

RESPONSIBILITY:

Vice Presidents, Deans , Directors , Department Chairs , other
supervisors and faculty are responsible for ensuring that this
regulation is administered . Faculty, staff, student parents , and
the approving supervisor are responsible for compliance with
appropriate state and federal regulations relating to children
in the workplace. Faculty, staff and students finding it
necessary to bring their child or other dependent under their
care or supervision to the workplace on an occasional and
short-term basis must have the permission of their respective
supervisor.

GUIDELINES:

Requests by faculty, staff and student workers to bring their
child or other dependent into the workplace must be directed
to and approved by the appropriate supervisor. Student
requests must be directed to the proper faculty member.

In the event that a child or other dependent is brought into the
workplace, it will be the responsibility of the faculty , staff or
student parent and approving supervisor to ensure that the

UAR: Children and Other Dependents in the Workplace (continued)

workplace is not dis rupted by the presence of the child or
other dependent.
Children or other dependents should not be brought to the
workplace on a regular basis. Children or other dependents
should not be permitted to remain in the workplace beyond
the period of time necessary for the parent to make
permanent arrangements for the child or other dependents
care.
State and Federal safety laws and regulations prohibit children
from being in certain areas , such as scientific laboratories, in
the presence of machinery, or where chemicals and/or
hazardous materials are utilized or stored.
LIABILITY:

A Morehead State University faculty , staff, student, volunteer
or legal guardian may be personally liable for injuries to
children or other dependents resulting from non-compliance
with this regulation.

UAR NUMBER: 324.03
TITLE: Staff Compensation and Classification
ORIGINATOR: Director, Office of Human Resources
INITIAL ADOPTION: 12/11/96
REVISION DATES: 4/17/01 , 2/2/02 , 3/1/16
PURPOSE: To establish guidelines and procedures to ensure that staff positions are
classified within the established job evaluation plan and to carry out
the intent of Personnel Policy PG-44 , Staff Job Classification and
Compensation Plan .
PROCEDURE REFERENCE FOR:
Personnel Policy PG-44 Staff Job Classification and Compensation Plan
SCOPE (Who is covered by this UAR?): This regulation is applicable to all staff
positions. This regulation will be applied consistently and uniformly across all university
departments/units
APPLICABILITY: This regulation is applicable to the non-exempt staff grades 350-575
and the exempt staff grades 475-750 . This regulation will be applied consistently and
uniformly across all university departments/units
PROCESS: Description:

The Morehead State University Staff Compensation and Classification program is
designed to ensure that the responsibilities and skill level required are accurately
reflected in position descriptions so that positions are appropriately classified .
Classification reviews are normally conducted in response to :
• A significant change in or position responsibilities or
• The establishment of a new position , or
• Reorganization
PROGRAM COMPONENTS

MSU uses an organized and systematic method of classifying jobs and administering
salaries to ensure that pay levels are competitive and internally equitable . MSU 's salary
administration program has four major components :
a. Job analysis - This is a systematic process for determining the tasks
that constitute a particular job and the skills and knowledge required to
perform it. The end result of job analysis is a job description, which is a
factual description of the job's essential and nonessential functions and
the qualifications necessary to perform the job .
b. Job evaluation - Job evaluation is a systematic process for

determining the relative worth of jobs. MSU uses a job evaluation process
that uses job-content information and salary data from relevant labor
markets to establish a numerical point value for each job .
c. Salary structure - The salary structure is a system of salary grades
and ranges . Values derived from the job evaluation process are
associated with particular salary grades or pay groups. Each salary
grade/pay group includes a range with a specified minimum amount or
entry market, and an Experienced Market. The salary structure is
reviewed and adjusted on a regular basis .
d. Job classification - Job classification is the final result of the three
steps just described . Job classification is a system designed to create a
hierarchy of jobs based on such factors as skill , responsibility/impact on
the organization , experience , education , complexity, supervision required,
and market value . The determination of the value of each job in relation to
other jobs in the workplace , based on the material and content of the job
and such factors as education , skill , experience and responsibility . It
simply means properly matching each employee to the appropriate job
description and grade level.

PROCEDURES
1. Job Analysis
The end result of a job analys is is a job description . A job description outlines the
essential and nonessential duties of the job and the knowledge , skills , abilities ,
and responsibilities required to perform the job successfully. Job descriptions are
developed and maintained in the following manner:
a For newly created jobs or jobs that have undergone a significant amount
of change , the immediate supervisor and incumbent, if applicable , will
create a new job description or revise the current job description and
complete MSU 's standardized Job Analysis Questionnaire . The resulting
job description must be reviewed and approved by the supervisorans
other appropriate upline management.
b Job descriptions are reviewed by the supervisor and the employee at the
time of the annual performance review. Job duties are revised or updated
as necessary. If there are significant changes, the Job Analysis
Questionnaire is completed as described above .
c

All employees are given a copy of their job description by their supervisor
on initial appointment, at the time of their annual performance review, and
when changes in job responsibilities occur.

The Job Analysis Questionna ire (JAQ) is designed to gather information about
the following job factors, which have been determined to be important in setting
compensation :

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

324. 02

Title:

POSITION EVALUATION REVIEW PROCEDURE

Originator:

Roger Barker
Director, Office of Human Resources

Initial Adoption:
Revision Dates:

I.

December 11, 1996

January 2, 2001

Purpose:

To establish guidelines and procedures for maintenance and administration of
Personnel Policy PG-44, Staff Job Classification Wage and Salary
Administration.

II.

Procedural Reference for:
___ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ Other, specify _Personnel Policy PG-44 _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
This regulation is applicable to the non-exempt staff grades 1-7 and the
exempt staff grades 1-10. This regulation will be applied consistently and
uniformly across all university departments/units.

Attach a description of the UAR.

(Description Attached)

Approved by~ -

Dafe

/

UAR Distribution List
The following shall receive a copy of the UAR# 324. 02
Titled:

POSITION EVALUATION REVIEW PROCEDURE

Date:

January 2, 2001
__X__

Executive Vice President for Academic Affairs and
Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress
Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates
in the Library.
*Appropriate VP is responsible for distribution to those people in his/her dvision.

Morehead State University
Administrative Regulation
Title:

POSITION EVALUATION REVIEW PROCEDURE

Purpose:

To establish guidelines and procedures for maintenance and
administration of Personnel Policy PG-44, Staff Job Classification
Wage and Salary Administration.

Applicability:

This regulation is applicable to the Nonexempt staff grades 1-7 and
the Exempt staff grades 1-10. This regulation will be applied
consistently and uniformly across all university departments/units.

Process:

Evaluation of Existing Positions
A)

The Office of Human Resources will process position evaluation
reviews on a "first in - first out" basis. Position evaluation review
requests may be submitted throughout the year.

B)

Position evaluation requests may be submitted when there is a
significant change in the impact, working relationships or working
conditions of the position and/or a significant change in the
accountability, level and difficulty of responsibilities, or
knowledge, slcills and experience required of the incumbent.
Examples of position changes that may trigger position evaluation
requests include the following events:
1)

2)

3)

4)

C)

Reorganizations resulting in staffing reductions
and/or reassignments of job duties and/or
responsibilities.
Federal, state or other external or internal mandates
resulting in significant new position duties resulting
in an increased level of responsibility.
External grants or contracts imposing recurring
additional new duties in an increased level of
responsibility.
Marginal increases in the position or incumbent
factors listed above that would not warrant a
reclassification when viewed alone but could result
in a reclassification when considered collectively
with other marginal changes over a period of time.

Requests should be acted upon within two weeks of receipt by all
upline supervisors, including the Vice President.
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D)

Effective date ofreclassification (upgrade or downgrade) will be
the first day of the month following approval.

E)

A Position Evaluation Review Form must be completed and
submitted along with a revised Job Description and supporting
documentation according to the following procedure:
Step 1: The supervisor must support his/her request by providing
the information required in the Justification for Review section and
a revised job description showing changes in job duties, minimum
requirements, etc. Position Evaluation Review Forms and Job
description forms are available in the Office of Human Resources.
Step 2: The next upline supervisor may provide supporting and
verifying remarks about the position requirements . The supervisor
at this level should ensure that the justification is based on position
requirements rather than exceptional performance of the
incumbent.
Step 3: Other successive upline supervisors shall concur or not
concur with the request. This step is to ensure that the supervisors
at all levels are familiar with the position content and that they
support the changes which have occurred since the last job
description review. Supervisors at this step may wish to add
supporting comments.
Step 4: The appropriate vice president indicates his/her support,
or nonsupport, of the request. If the vice president supports the
request, it should be forwarded to the Office of Human Resources .
If the vice president does not support the request, the review
process will end and the Position Evaluation Review Form will be
returned through downline supervisors to the requestor identified
in Step 1. The request requires action - approval or disapproval through all supervisory levels, including the vice president, within
two weeks.
Step 5: The Office of Human Resources will review the form for
completeness and, where applicable, will request additional
information to support the review. If necessary, the Human
Resources Office will then conduct interviews with appropriate
persons and/or will visit the work site to audit the work actually
being performed by the incumbent. At this step the Office of
Human Resources will determine the classification and grade for
the position. Once the determination has been made, the
appropriate vice president, downline supervisors and incumbent
will be informed, in writing, of the decision.
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Step 6: Any reclassification request that is disapproved by the
Office of Human Resources or approved at a grade less than
requested will automatically be reviewed by the Job
Reclassification Review Committee. In the event of disagreement
between the Office of Human Resources and the Job
Reclassification Appeals Committee, the President will make the
final determination.
F)

Recurring funds for reclassifications will come from the annual
staff salary pool. Reclassifications that become effective after the
final approval of the University's annual budget will be funded on
a non-recurring basis by the unit. If funds are not available at the
unit level, funding becomes the responsibility of the Vice President
for that unit.

G)

In cases where a request for reclassification of an existing vacant
position has not been submitted early enough to allow for
completion of the reclassification review prior to the desired date
of appointment of a person to the position, the person shall be
employed at the position' s current classification and rate of pay
pending the completion of the position review.

H)

In cases where new/additional duties are assigned to a position as a
result of department reorganization resulting in downsizing, and
the Office of Human Resources determines that a reclassification
of the position is not warranted, the position incumbent may
receive a salary adjustment upon approval of the Director of
Human Resources.

Evaluation of New Positions
A)

All steps listed in (E) above must be followed.

B)

In cases where a request for classification of a new position is not
submitted in a timely manner and where completion of the
classification review conflicts with the appointment of a potential
candidate, the appointment can not be made until after the
classification has been determined.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATiON
(UAR)
</
Number:

325.01

Title: Out-of-State Student Tuition Assessment with Extended Campus Center classes

Originator:

Receivables Manager
Office of Accounting and Budgetary Control

Initial Adoption: June 10, 1997
Revision Dates:

I.

Purpose:

II.

Procedural Reference for:

To establish guidelines for assessment of tuition fees for out-of-state
students taking classes as the Extended Campus Centers

_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
III.

Scope (Who is covered by this UAR?):
All students enrolled in classes at the Morehead State University Extended Campus
Centers; or students with classes in mixed locations (on-campus and extended
campus locations).

Attach a description of the UAR.

(Description Attached)

d by:
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Date

UAR Distribution List
The following shall receive a copy of the UAR# 325 .01
Titled: _Out-of-State Student Tuition Assessment with Extended Campus Center classes_
Date:

_Ju11~- _10 , _ 1997

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Directors of the Extended Campus Centers

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the Library.

*Appropriate VP is responsible for distribution to those people in his/her division.
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Morehead State University
Administrative Regulation
Title:

OUT-OF-STATE STUDENT TUITION ASSESSMENT FOR EXTENDED
CAMPUS CENTER CLASSES

Purpose:

To establish guidelines and procedures for assessing tuition for out-of-state
students taking classes at the Extended Campus Centers.

Applicability: This regulation is applicable to all out-of-state students taking classes at an
Extended Campus site. This regulation will be applied consistently and uniformly
for the out-of-state students.
Process:
ASSESSMENT OF TUITION FOR "FULL-TIME, OUT-OF-STATE" STUDENTS
Definition of "full-time"
A full-time, out-of-state student taking classes at mixed locations (on-campus and at an
extended campus location) or a full-time, out-of-state student taking all extended campus
classes , or a full-time, out-of-state student taking all campus based classes , for fee assessment
purposes, can be one of two types of students:

1.

Undergraduate student enrolled for 12 - 18 credit hours.

2.

Graduate student enrolled for 9 - 12 credit hours.

Fee Assessment Policy - Traditional tuition charges
Out-of-state students enrolled full-time for classes will be charged as follows:

1.

Full-time, out-of-state students taking a mixed load of on-campus and extended
campus classes will be charged the lesser of:
A.

The per credit hour in-state charge for classes located at the extended
campus centers , plus the per credit hour out-of-state charge for classes
located on campus, OR

B.

The full-time out-of-state rate.

2.

Full-time, out-of-state students taking all extended campus classes will be
charged the full-time in-state rate .

3.

Full-time, out-of-state students taking all campus-based classes will be charged
the full-time, out-of-state rate.

Overload
An additional per credit hour fee will be charged if a student takes classes at any location , and is
subject to the overload charges :

1.

Full-time out-of-state students taking credit hours greater than the full-time load capacity
at mixed locations will be charged the tuition rate for mixed location class loads, PLUS:

UAR 325 .0 1

2.

3.

A.

Graduate students with credit hours greater than 12, will be charged for
each extra credit hour (out-of-state rates) exceeding the 12 hour
maximum full-time limit.

B.

Undergraduate students with credit hours greater than 18, will be charged
for each extra credit hour (out-of-state rates) exceeding the 18 hour
maximum full-time limit.

Full-time out-of-state students taking all credit hours at extended campus locations will
be charged the basic full-time tuition rate PLUS:
A.

Graduate students with credit hours greater than 12, will be charged for
each extra credit hour (in-state rates) exceeding the 12 hour maximum
full-time limit.

B.

Undergraduate students with credit hours greater than 18, will be charged
for each extra credit hour (in-state rates) exceeding the 18 hour maximum
full-time limit.

Full-time out-of-state students taking all credit hours at on campus locations will be
charged the basic full-time tuition rate PLUS :
A.

Graduate students with credit hours greater than 12, will be charged for
each extra credit hour (out-of-state rates) exceeding the 12 hour
maximum full-time limit.

B.

Undergraduate students with credit hours greater than 18, will be charged
for each extra credit hour (out-of-state rates) exceeding the 18 hour
maximum full-time limit.

KET. Distance Learning. Internet
Tuition fees billed for KET, Distance Learning, and Internet classes , ~re also based on residency
and full-time/part-time status and/or actual class location.

EXAMPLES:
KET is considered a campus based class (on-campus location).
DISTANCE LEARNING is considered a campus based class if the student is in the classroom at
an on-campus location, and is considered an extended campus class if the student is in the
classroom at one of the Extended Campus locations.
INTERNET is considered an off-campus based class for all students except those students
taking an on campus section.
Correspondence
Tuition fees for Correspondence classes are the same as current tuition plus a processing fee
for each correspondence class. Currently, the processing fee is $15.00. Tuition for
correspondence courses is in addition to any other tuition paid for the current term . The tuition
and fees for correspondence courses should be directed to the Correspondence Study Program
which is currently in 201 Ginger Hall.

UAR 325.01
ASSESSMENT OF TUITION FOR "PART-TIME, OUT-OF-STATE" STUDENTS
Definition of "part-time"
A part-time "out-of-state" student taking classes at mixed locations (on-campus and at an
extended campus location) , or a part-time out-of-state student taking all extended campus
classes, or a part-time out-of-state student taking classes from a campus based location , for fee
assessment purposes, can be one of two types of students:

1.

Undergraduate student enrolled for less than 12 credit hours.

2.

Graduate student enrolled for less than 9 credit hours.

Fee Assessment Policy
Out-of-state students enrolled part-time for classes will be charged as follows:

1.

Part-time, out-of-state students taking a mixed load of on-campus and extended
campus classes will be charged the in-state per credit hour rate for classes at an
Extended Campus location , and the out-of-state per credit hour rate for classes at
main campus .

2.

Part-time, out-of-state students taking all extended campus classes will be
charged the per credit hour in-state tuition rate .

KET, Distance Learning. Internet (part-time per credit hour charges)
Tuition fees billed for KET, Distance Learning, and Internet classes, are also based on residency
and full-time/part-time status and/or actual class location.

EXAMPLES:
KET is considered a campus based class (on-campus location) . Part-time, out-of-state students
are charged the out-of state per credit hour tuition rate.
DISTANCE LEARNING is considered a campus based class if the student is in the classroom at
an on-campus location (out-of-state, per credit hour tuition rate is charged), and is considered an
extended campus class if the student is in the classroom at one of the Extended Campus
locations (in-state, per credit hour tuition rate is charged) .
INTERNET is considered an off-campus based class for all students except those students
taking an on campus section .
Correspondence
Tuition fees for Correspondence classes are the same as current tuition plus a processing fee
for each correspondence class . Currently, the processing fee is $15.00. Tuition for
correspondence courses is in addition to any other tuition paid for the current term . The tuition
and fees for correspondence courses should be directed to the Correspondence Study Program
which is currently in 201 Ginger Hall.

MOREHEAD STATE UNIVERSITYADMINISTRATIVE REGULATION
(UAR)

Number: 326.02
Title: Policy and Procedures Related to the State Tuition Policy

Originator:

Mr. Porter Dailey, Vice President for
Administration and Fiscal Services

Initial Adoption: October 27, 1997
Revision Dates: December 2, 1997

I.

II.

Purpose:

To provide policy and procedures for the state Faculty and
Staff Tuition Waiver program for non-Morehead State
University employees.

Procedural Reference for:
_X_ KRS, specify _164.020(32} _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ SOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

(Description Attached)

Appr61: 6 (2
Ronald G. Eaglin:,resident

Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled :
Date:

326.02

Policy and Procedures Related to the State Tuition Policy
December 2, )991

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Human Resources
Judy Yancy

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

!\ppropriate VP is responsible for distribution to those people in his/her division.

UNIVERSITY ADMINISTRATIVE REGULATION RELATED
TO THE STATE TUITION WAIVER POLICY

TITLE:

Policy and Procedures Related to the State Tuition Policy

PURPOSE:

To provide policy and procedures for the state Faculty and
Staff Tuition Waiver program for non-Morehead State
University employees. The policy and procedures for
Morehead State University employees are contained in
Administrative Regulation Related to the Faculty and Staff
Tuition Waiver Program for MSU employees.

PROCEDURAL
REFERENCE:

KRS 164.020(32) and the policy for implementation of that
statute issued by the Council on Postsecondary Education.

SCOPE:

This UAR applies to all individuals who are not employed at
Morehead State University and who wish to take advantage
of the tuition waiver provided by KRS 164.020(32).

POLICY:

The policy for determining eligibility and governing the use
of the tuition waiver program shall be the attached Faculty
and Staff Tuition Waiver Program Policy of the Council on
Postsecondary Education.
The waiver offered under this policy does not apply to noncredit continuums or community education courses, courses
offered through overseas programs, correspondence
courses , and audited courses.
Individuals participating in this waiver program must
maintain a minimum GPA of 2.0 on a 4.0 grade scale in
order to maintain eligibility to participate in the waiver
program in subsequent academic terms.

PROCEDURES:

Prior administrative approval must be obtained from
Morehead State University to take advantage of the waiver.
To obtain administrative approval from Morehead State
University for participation in the tuition waiver program , the
individual must complete the following:
1.

The individual must apply for and be accepted as a
student at Morehead State University.

2.

Acceptance to the specific program of study must be
achieved if applicable.
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APPLICABILITY OF

3.

A class schedule must be approved and registered
for the applicable term in accordance with the class
schedules and business guide in effect for that term.

4.

The individual must obtain a Faculty and Staff
Waiver Program for Employees of Public
Postsecondary Institutions form from the Office of
Financial Aid. The form must be completed and
returned to the Office of Financial Aid by the
following dates:
Fall semesters

August 1

Spring Semesters

January 2 or the
first day following
New Year's Day
holiday

Summer Terms

May 25

Individuals participating in this program shall be
subject to all other academic and fiscal policies
pertaining to students of Morehead State University.
Individuals enrolled under the provisions of this
program are not entitled to utilize the regular
services of the Caudill Health Clinic.

MSU EMPLOYEE
ENROLLMENT AT
OTHER POSTSECONDARY
INSTITUTION:

A regular, full-time MSU employee desiring to enroll
at another public postsecondary educational
institution shall have his/her employment verified by
the MSU Office of Human Resources. The MSU
employee shall contact the institution in which he/she
intends to enroll for further information regarding
enrollment.
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2.51: FACULTY ANDSTAFFTUITIONWAIVERPROGRAMPOLICY

L Statement of Purpose
The 1997 First Extraordinary Session of the General Assembly resulted in the creation of a
faculty and staff tuition waiver program [KRS 164.020(32)] with the express purpose of
promoting employee and faculty development. Specific responsibility was granted to the
Council on Postsecondary Education to develop and.implement this program. Consistent with
stated legislative purpose, this policy sets out the parameters of this program, which is intended
to enhance the professional development opportunities of the faculty and staff of the public
postsecondary institutions.

II. Statutory Authority
Authority is expressly granted in KRS 164.020(32) which provides the Council on Postsecondary
Education shall:
(32) Develop a statewide policy to promote employee and faculty development in all
postsecondary institutions through the waiver of tuition for college credit coursework in
the public postsecondary education system. Any regular full-time employee of a
postsecondary public institution may, with prior administrative approval of the course
offering institution, take a maximum of six (6) credit hours per term at any public
postsecondary institution. The institution shall waive the tuition up to a maximum of six
(6) credit hours per term; ...
Additional requirements for employees of the Kentucky Community and Technical System are
stated in KRS 164.5807:
(6) A regular full-time employee may, with prior administrative approval, take one (1)
course per semester or combination of summer sessions on the University of Kentucky's
campus or at a community college during the employee's normal working hours. The
University of Kentucky shall defray the registration fee up to a maximum of six (6)
credit hours per semester or combination of summer sessions.
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CPE Policy Manual
2.51: Faculty & Staff Tuition Waiver

m.

Polley

Section A. Definitions
1.

"Course-offering institution" means the institution where an emplpyee has enrolled to take a
college credit course under the provisions of this policy.

2.

"Employing institution" means the institution where an employee seeking a benefit under this
policy works on a full-time basis.

3.

"Institution" means a ·state-supported postsecondary institution as described in K.RS

164.001(10).
4.

"Regular full-time employee" or" employee" means an employee so classified by an employing
institution within the human resources system of that institution. NOTE: Until July 1, 1998,
panicipation by the technical branch ofthe Kentucky Community and Technical College System
(KCTCS) is limited to employees ofthe postsecondary technical institutions and the
postsecondary faculty ofthe area centers. On July 1, 1998, all KCTCS employees will become
eligible.

S.

"Summer term" or" summer session" means the period in the academic calendar between the
spring and the fall semester.

Section B: General Requirements
1.

The program is to be titled the Faculty and Staff Tuition Waiver Program.

2.

The Faculty and Staff Tuition Waiver Program applies to the waiver of tuition and does not
include mandatory student fees, course and other fees, textbooks or other charges assessed by a
course-offering institution.

3.

The Council on Postsecondary Education requires that all tuition waived under this program:
a.

be recorded consistent with residency requirements;

b.

be recorded in the financial accounting system of the course-offering institution
consistent with financial reporting guidelines of the Council; and

c.

4.

be separately identified in the course-offering institution's student database consistent
with Council guidelines.

The Faculty and Staff Tuition Waiver Program applies to all courses offered for college credit
not specifically excluded by this policy.
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2.51: Faculty & Staff Tuition Waiver

S.

A course-offering institution may, through a written policy, exch1de non-credit continuing or
community education courses, courses offered through overseas programs, correspondence
courses, and audited courses.

6.

Participation in the Faculty and Staff Tuition Waiver Program may generate additional taxable
income under the provisions of the federal tax code for graduate, professional and doctoral level
programs.
a.

The course-offering institution shall provide a report to the chief personnel officer of
each employing institution on all employees participating in the Faculty and Staff
Tuition Waiver Program. The report shall designate the course number and whether the
course is undergraduate, graduate, doctoral or professional.

b.

The employing institution is responsible for withholding proper taxes and for reporting
taxable income regardless of where the course is taken.

c.

Any tax liability incurred through participation in this program is the responsibility of
the employee.

7.

This policy confers a financial benefit to regular, full-time employees and is not intended to
guarantee access or preferential treatment to any academic course or program.

8.

An employee eligible to participate in this program may take courses during normal working
hours with written permission of the employing institution.

9.

An institution is not required to offer a course during an academic term unless there are a
sufficient number of tuition-paying students taking the course. An institution may restrict
enrollment in a course if space is not available.

10.

An institution may offer additional benefits to its own employees or to employees of other
postsecondary institutions that exceed the benefits of this policy.

I I.

Credit hours earned under the state policy are not assignable; however, an employing institution
that wishes to allow its employees to assign credit hours to third parties may do so, either by
having the employee sign a waiver of the state policy in favor of the institutional policy or by
the institution granting credit ho\ll'.S in excess of those provided by the state.

Section C: Eligibility Criteria
1.

An employee, to be eligible for participation in the Faculty and Staff Tuition Waiver Program,
must be classified by the employing institution as a regular full-time employee. Certification of
employment shall be provided by the employing institution for each academic term in which the
employee seeks to participate in the program.
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2.

If employment is terminated prior to the first day of classes, an approved tuition waiver will be
cancelled.

3.

An employee is not eligible to receive a tuition waiver under this program in excess of six credit
hours per academic term from an institution or combination of institutions.

4.

Employees must meet the course-offering institution's:
a.

general admission requirements; and

b.

any specific program requirements.

c.

A course-offering institution may require that a student achieve a minimum grade level,
not to exceed a 2.0 on a 4.0 grade scale, in order to continue to be eligible to participate
in the Faculty and Staff Tuition Waiver Program in subsequent academic terms.

Certfficadon:

~~1,.!JLJ
'

J. Kenneth Walker, Acting Chief
Operating Officer

Previous Actions:
Original Approval: _ _ _ _A_u_.gu.__st_s...., _19_9_7
Amended:
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: UAR 327.04
Title: Morehead State University Faculty and Staff Tuition Waiver Program
Originator:

Beth Patrick, VP Administration and Fiscal Services

Initial Adoption: 10/2711997
Revision Dates: 12/02/1997; 10/21/2008; 11/19/2015

I.

II.

Purpose:

Procedural Reference for:
X
__
__
__
__

Ill.

To provide policy and procedures for the Faculty and Staff Tuition
Waiver Program for Morehead State University employees and
dependents. The revision on 11/19/2015 is primarily to
incorporate Winter term into the regulation.

KRS, specify ..:..16.:::....4..:..:•=0=20=(=3-=2-'-)_ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University regular full-time faculty or staff members and
dependents.

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR NUMBER:

327.04

TITLE:

Morehead State University Faculty and Staff Tuition Waiver
Program

ORIGINATOR:

VP Administration & Fiscal Services

INITIAL ADOPTION:

10/27/1997

REVISION DATES:

12/02/1997; 10/21/2008; 11/19/2015

PURPOSE:

To provide policy and procedures for the Faculty and Staff
Tuition Waiver Program for Morehead State University
employees and dependents.

PROCEDURAL
REFERENCES:

KRS, 164.020(32) and the policy for implementation of that
statute issued by the Council on Postsecondary Education .

SCOPE:

Morehead State University regular full-time faculty or staff
members and dependents.

PURPOSE:

The purpose of this regulation is to promote the professional
development of regular full-time employees of: 1) Morehead
State University (MSU) , 2) the United States (U .S.) Army
assigned to the Department of Military Science (OMS) at
MSU , and 3) the University's food service contract vendor.
Employees of vendors for other permanently outsourced or
contracted University services may become eligible upon
approval by the President. Additionally, the regulation is to
provide a benefit to MSU employees by allowing their
dependents to utilize tuition waiver to further their education
at the undergraduate level.
Retirees from MSU returning to employment under PG-57 ,
Retired Faculty and Staff Re-employment Program and UAR
334-02, Phased Retirement Plan , are also entitled to have
tuition waived subject to the limitations contained in PG-57
and UAR 334-02 . See these policies relating to limited
tuition waiver assistance .

ELIGIBILITY:

Those eligible for tuition assistance include regular full-time
employees of: 1) MSU, 2) the U.S. Army assigned to the
OMS , and 3) the University's food service contract vendor.

In addition , dependents of MSU faculty and staff members
are eligible for tuition assistance. An eligible dependent is
defined as a spouse; or an unmarried son, daughter, stepson , or step-daughter less than 24 years of age by the
beginning of the term for which the waiver is requested.
To receive benefits under this policy, the employee or
dependent shall be required to maintain a minimum GPA of
2.0 at Morehead State University and must otherwise be in
good standing with this University.

EMPLOYEE BENEFIT:

All employees listed above may take up to a maximum of six
credit hours each academic term (fall , winter, spring, and
summer sessions) not to exceed a total of eighteen hours
per academic year. Summer term includes all summer
sessions combined. The tuition charges for the credit hours
taken shall be waived by the University. Unused credit
hours for any semester or term may not be carried forward to
future terms.
The waiver is for tuition only and does not cover other
course costs (books, course fees , private lessons , tutoring ,
drop/add fees, course materials , etc.). The waiver also does
not apply to non-credit continuing or community education
courses , courses offered through overseas programs ,
correspondence courses and audited courses .
A request for tuition waiver will be made on a Tuition Waiver
Form and must be approved by the employee's supervisor
and appropriate vice president. The form shall be presented
to the Office of Financial Aid no later than August 1 for the
Fall term, December 1 for the Winter term, January 2 for the
Spring term , and May 1 for any summer term . Should any of
these dates fall on a weekend or holiday, the form is due on
the following workday.
Individuals who commence regular, full-time employment
after the applicable dates above, but before the first day of
classes for the term , must submit the form prior to the last
day to add a class.
Tuition waivers will be credited to the employee's/student's
account and shall be included as a resource for the

determination of eligibility for any other types of aid .
Students whose tuition is paid by other tuition specific
scholarships or awards may not receive this waiver. Should
the application of the tuition waiver benefit to the
employee's/student's account result in an overpayment, the
overpayment shall not be refundable to the
employee/student.
COURSES
DURING
WORK HOURS:

Permission may be granted by the employee's supervisor
upon written request to take a maximum of one course per
term during assigned work hours. If permission is granted to
take a class during working hours, the employee's work
schedule will be adjusted to make up the work time missed
while in class. The additional courses that can be taken by
an employee using tuition waiver, or additional classes that
the employee takes at his/her own expense, may be taken
outside normal working hours.

SPOUSE AND/OR
DEPENDENT BENEFIT:

In the event a regular, full-time MSU faculty or staff
member waives his/her entitlement to use all or a portion of
the six credit hours per academic term at Morehead State
University, or if the full-time faculty or staff member chooses
to exercise the entitlement under KRS 164.020(32) at
another public postsecondary educational institution, the
University shall grant a tuition waiver of up to six credit hours
for undergraduate courses only per term to an eligible
dependent, not to exceed 12 credit hours per academic year.
If an eligible dependent of an MSU employee is granted a
tuition waiver for six credit hours in any academic term , the
employee will not be entitled to a tuition waiver for classes at
MSU during the same term.
In the event the MSU employee subsequently enrolls at
MSU and claims the entitled six credit hours (or portions
thereof) , the dependent will be assessed the appropriate
tuition charge . The maximum credit hours for which an
employee can obtain a tuition waiver if an eligible dependent
utilizes his/her maximum 12-hour benefit is six hours per
academic year.

OTHER PROGRAM
PROVISIONS:

No refund of credit (benefit) will be given for courses that are
dropped by the student after the last day to add a class.

This policy confers a financial benefit to eligible employees
and is not intended to guarantee access or preferential
treatment for any academic course or program .
MSU is not required to offer a course during an academic
term unless there are a sufficient number of tuition-paying
students taking the course. MSU reserves the right to
restrict enrollment in a course if space is not available.
Any tax liability incurred through participation in this program
is the responsibility of the employee .

ENROLLMENT AT
OTHER POSTSECONDARY
INSTITUTION:

A regular, full-time MSU employee desiring to enroll at
another public postsecondary educational institution shall
have his/her employment verified by the MSU Office of
Human Resources . The MSU employee shall contact the
institution in which he/she intends to enroll for further
information regarding enrollment.

FRAUDULENT USE:

Any employee who intentionally obtains services through the
tuition waiver program by submitting false or deceptive
information shall be subject to the provisions of KRS 514.70
(Theft of Services). Theft of services is a Class A
misdemeanor unless the value of the services is $100 in
which case it is a Class D felony.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

327.03

Title:

Morehead State University Faculty and Staff Tuition Waiver
Program

Originator: Vice President for Administration and Fiscal Services
Initial Adoption: 10/27/1997
Revision Dates:

I.

II.

Purpose:

To provide policy and procedures for the Faculty and Staff
Tuition Waiver Program for Morehead State University
employees and dependents.

Procedural Reference for:
__
__
__
__
__

Ill.

10/21/2008

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University regular full -time faculty or staff members
and dependents .

Attach a description of the UAR.

(Description Attached)

Approved by:

Wayne

. Andrews, President

Date

UAR NUMBER:

327.03

TITLE:

Morehead State University Faculty and Staff Tuition Waiver
Program

ORIGINATOR:

VP Administration & Fiscal Services

INITIAL ADOPTION:

10/27/1997

REVISION DATES:

12/02/1997; 10/21 / 2008

PURPOSE:

To provide policy and procedures for the Faculty and Staff
Tuition Waiver Program for Morehead State University
employees and dependents.

PROCEDURAL
REFERENCES:

KRS, 164.020(32) and the policy for implementation of that
statute issued by the Council on Postsecondary Education.

SCOPE:

Morehead State University regular full-time faculty or staff
members and dependents.

PURPOSE:

The purpose of this regulation is to promote the
professional development of regular full-time employees of:
1) Morehead State University (MSU), 2) the United States
(U.S.) Army assigned to the Department of Military Science
(OMS) at MSU, and 3) the University's food service
contract vendor. Employees of vendors for other
permanently outsourced or contracted University services
may become eligible upon approval by the President.
Additionally , the regulation is to provide a benefit to MSU
employees by allowing their dependents to utilize tuition
waiver to further their education at the undergraduate level.
Retirees from MSU returning to employment under PG-57,
Retired Faculty and Staff Re-employment Program and UAR
334-01, Phased Retirement Plan, are also entitled to have
tuition waived subject to the limitations contained in PG-5 7
and UAR 334-01 . See these policies relating to limited
tuition waiver assistance.

ELIGIBILITY:

Those eligible for tuition assistance include regular full-time
employees of: 1) MSU, 2) the U.S. Army assigned to the
OMS, or 3) the University's food service contract vendor.
In addition, dependents of MSU faculty and staff members
are eligible for tuition assistance. An eligible dependent is

defined as a spouse, or an unmarried son, daughter,
step-son, or step-daughter less than 24 years of age by
December 31 of the year in which the term for which the
waiver is requested falls.
To receive benefits under this policy, the employee or
dependent shall be required to maintain a minimum GPA of
2.0 at Morehead State University and must otherwise be in
good standing with this University.
EMPLOYEE BENEFIT:

All employees listed above may take up to a maximum of
six credit hours each academic term (fall, spring, and
summer sessions) not to exceed a total of eighteen hours
per academic year. Summer term includes all summer
sessions combined. The tuition charges for the credit hours
taken shall be waived by the University. Unused credit
hours for any semester or term may not be carried forward
to future terms.
The waiver is for tuition only and does not cover mandatory
fees or other course costs (books, special course fees,
private lessons, tutoring, drop/add fees, course materials,
etc). The waiver also does not apply to non-credit
continuing or community education courses, courses
offered through overseas programs, correspondence
courses and audited courses.
A request for tuition waiver will be made on a Faculty and
Staff Tuition Waiver Form and must be approved by the
employee's supervisor and appropriate vice president. The
form shall be presented to the Office of Enrollment Services
no later than August 1 to have tuition waived for the Fall
term, January 2 or the first work day following the New
Year's holiday for the Spring term, and May 1 for any
summer term.
Individuals who commence regular, full-time employment
after the applicable dates above, but before the first day of
classes for the term, must submit the form prior to the last
day to add a class.
Tuition waivers will be credited to the employee's/student's
account and shall be included as a resource for the
determination of eligibility for any other types of aid. Should
the application of the tuition waiver benefit to the

employee's/student's account result in an overpayment, the
overpayment shall not be refundable to the
employee/student.

COURSES
DURING
WORK HOURS:

Permission may be granted by the employee's supervisor
upon written request to take a maximum of one course per
term during assigned work hours. If permission is granted
to take a class during working hours, the employee's work
schedule will be adjusted to make up the work time missed
while in class. The additional courses that can be taken by
an employee via tuition waiver, or additional classes that
the employee takes at his/her own expense, may be taken
outside normal working hours.

SPOUSE AND/OR
DEPENDENT BENEFIT:

In the event a regular, full-time MSU faculty or staff
member waives his/her entitlement to use all or a portion of
the six credit hours per academic term at Morehead State
University, or if the full-time faculty or staff member
chooses to exercise the entitlement under KRS
164.020(32) at another public postsecondary educational
institution, the University shall grant a tuition waiver of up
to six credit hours for undergraduate courses only per term
to an eligible dependent, not to exceed 12 credit hours per
academic year.
If an eligible dependent of an MSU employee is granted a
tuition waiver for six credit hours in any academic term, the
employee will not be entitled to a tuition waiver for classes
at MSU during the same term.
In the event the MSU employee subsequently enrolls at
MSU and claims the entitled six credit hours (or portions
thereof), the dependent will be assessed the appropriate
tuition charge. The maximum credit hours for which an
employee can obtain a tuition waiver if an eligible
dependent utilizes his/her maximum 12-hour benefit is six
hours per academic year.

OTHER PROGRAM
PROVISIONS:

No refund of credit (benefit) will be given for courses that
are dropped by the student after the last day to add a class.
This policy confers a financial benefit to eligible employees
and is not intended to guarantee access or preferential
treatment for any academic course or program.

MSU is not required to offer a course during an academic
term unless there are a sufficient number of tuition-paying
students taking the course. MSU reserves the right to
restrict enrollment in a course if space is not available.
Employees enrolled under the provisions of this program are
not entitled to utilize the regular services of the Caudill
Health Clinic.
Any tax liability incurred through participation in this
program is the responsibility of the employee.

ENROLLMENT AT
OTHER POSTSECONDARY
INSTITUTION :

A regular, full -time MSU employee desiring to enroll at
another public postsecondary educational institution shall
have his/her employment verified by the MSU Office of
Human Resources. The MSU employee shall contact the
institution in which he/she intends to enroll for further
information regarding enrollment.

FRAUDULENT USE:

Any employee who intentionally obtains services through
the tuition waiver program by submitting false or deceptive
information shall be subject to the provisions of KRS
514. 70 (Theft of Services). Theft of services is a Class A
misdemeanor unless the value of the services is $1 00 in
which case it is a Class D felony .

<MQREHEAQ STATE lJN1VERs111~01V11N1sffA~TIVE R!guLATION
( ....J
< ·•
// ·•
Number: 327.02
Title: Morehead State University Faculty and Staff Tuition Waiver Program

Originator:

Mr. Porter Dailey, Vice President for
Administration and Fiscal Services

Initial Adoption: October 27, 1997
Revision Dates:
I.

II.

Purpose:

December 2, 1997

To provide policy and procedures for the Faculty and Staff
Tuition Waiver Pogram for Morehead State University
employees.

Procedural Reference for:
_X_ KRS, specify _164.020(32} _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?):

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR#
Titled:
Date:

327.02

Morehead State University Faculty and Staff Tuition Waiver Program
December 2. 1997

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*
Human Resources
Judy Yancy

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

... !\ppropriate VP is responsible for distribution to those people in his/her division.

UNIVERSITY ADMINISTRATIVE REGULATION
RELATED TO THE FACULTY AND STAFF TUITION WAIVER PROGRAM
FOR MSU EMPLOYEES

TITLE:

Morehead State University Faculty and Staff Tuition Waiver Program

PURPOSE:

To promote the professional development of regular full -time Morehead State
University faculty and staff in accordance with the provisions of KRS
164.020(32).
To allow retired faculty and academic admin istrators re-employed by the
University under PAc 25 , and retired staff members re-employed by the
University under PG-43 , to have tuition waived subject to the limitations
contained in PAc 25 and PG-43 .
To allow an eligible spouse or dependent(s) of a regular full-time Morehead
State University faculty or staff member to have the tuition waived subject to
the provisions and limitations contained herein.
To allow employees of the United States Army assigned to the Department
of Military Science and employees of the Kentucky Department of Education
Region 7 Service Center to have tuition waived subject to the provisions and
limitations contained herein.

PROCEDURAL
REFERENCE:

KRS 164.020(32) and the policy for implementation of that statute issued by
the Council on Postsecondary Education.

ELIGIBILITY:

A Morehead State University regular full-time faculty or staff member.
A retired faculty or academic administrator re-employed by the University
under the provisions of PAc 25 or retired staff member re-employed by the
University under the provisions of PG 43.
An eligible dependent of a regular full-time Morehead State University faculty
or staff member. An eligible dependent is defined as a spouse, or an
unmarried son or daughter, unmarried step-son or step-daughter less than
24 years of age by December 31 of the year in which the term for which the
waiver is requested falls.
A regular, full-time employee of the United States Army assigned to the
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Department of Military Science at Morehead State University and a regular,
full-time employee of the Kentucky Department of Education Region 7
Service Center whose assigned work site is located on the campus of
Morehead State University.
To receive benefits under this policy, the employee or dependent shall be
required to maintain a minimum of a 2.0 GPA at Morehead State University
and must otherwise be in good standing with this University.

TUITION WAIVERS:

A regular, full-time faculty or staff member of Morehead State University may
take up to a maximum of six credit hours each academic term (fall and spring
semester and summer I and/or II sessions) not to exceed a total of-eighteen
hours per academic year. The tuition charges for the credit hours taken shall
be waived by the University. Unused credit hours for any semester or term
may not be carried forward to future terms.
A retired MSU faculty or academic administrator re-employed by the
University under the provisions of PAc 25 , and retired MSU staff members
re-employed by the University under the provisions of PG-43, will have
access to the University's tuition waiver program , non-transferable and
proportional to their contracts , up to a maximum of six (6) credit hours per
academic year (fall and spring semesters only). Unused credit hours for any
semester or term may not be carried forward to future terms.
A regular, full-time employee of the United States Army who is assigned to
the Department of Military Science at Morehead State University and a
regular, full-time employee of the Kentucky Department of Education , Region
7 Service Center whose work site is on the campus of Morehead State
University may take up to a maximum of six (6) credit hours per term not to
exceed twelve (12) credit hours per academic year. The tuition charges for
the credit hours taken shall be waived by Morehead State University.
Unused credit hours for any semester or term may not be carried forward to
future terms. Unused credit hours for any semester or term are nontransferrable to a dependent of these employees.
The waiver is for tuition (inclusive of Student Activity Fee) only. The waiver
does not cover other mandatory fees or other course costs (books, special
course fees, private lessons, tutoring , drop/add fees , course materials, etc.).
The waiver also does not apply to non-credit continuing or community
education courses, courses offered through overseas programs ,
correspondence courses and audited courses.
A request for tuition waiver will be made on a Faculty and Staff Tuition
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Waiver Form and must be approved by the employee's supervisor and
appropriate vice president. The form shall be presented to the Office of
Financial Aid no later than the following dates:
Continuing Regular Full-Time Employees
Fall Semester
Spring Semester
Summer Terms

August 1
January 2 or first work day following New Year's
Day holiday
May 25

INDIVIDUALS EMPLOYED AFTER THE ABOVE DATES:
Individuals who commence regular, full-time employment at MSU after the
applicable dates above, but before the first day of classes for the term , must
submit the form prior to the close of Business Days for that term.
Tuition waivers will be credited to the employee's/student's account and shall
be included as a resource for the determination of eligibility for any other
types of financial aid.
l"nlJRSES
IING
WOAK HOURS:

Permission may be granted by the employee's supervisor upon written request
to take a maximum of one course per term during assigned work hours. If
permission is granted to take a class during working hours, the employee's
work schedule will be adjusted to make up the work time missed while in
class.

ADDITIONAL
COURSES:

Additional courses beyond the maximum of six credit hours per academic term
may be taken outside normal working hours and at the faculty or staff
member's own expense .

SPOUSE AND/OR
DEPENDENT BENEFIT:

In the event a regular, full -time MSU faculty or staff member waives his/her
entitlement to use all or a portion of the six (6) credit hours per academic term
at Morehead State University, or if the full-time faculty or staff member
chooses to exercise the entitlement under KRS 164.020(32) at another public
postsecondary educational institution, the University shall grant a tuition waiver
of up to six (6) credit hours per term to an eligible dependent, not to exceed
twelve (12) credit hours per academic year.
If an eligible dependent of an MSU employee is granted a tuition waiver for
six (6) credit hours in any academic term , the employee will not be entitled
to a tuition waiver for classes at MSU during the same term.
In the event the MSU employee subsequently enrolls at MSU and claims the
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entitled six (6) credit hours (or portion thereof), the dependent will be
assessed the appropriate tuition charge. The maximum credit hours for
which an employee can obtain a tuition waiver if an eligible dependent
utilizes his/her maximum twelve (12) hour benefit is six (6) per academic
year.

OTHER PROGRAM
PROVISIONS:

No refund of credit (benefit) will be given to the MSU faculty or staff member
or eligible dependent for courses that are dropped by the student after the
last day to add a class .
This policy confers a financial benefit to regular, full-time employees and is
not intended to guarantee access to or preferential treatment for any
academic course or program.
MSU is not required to offer a course during an academic term unless there
is a sufficient number of tuition-paying students taking the course. MSU
reserves the right to restrict enrollment in a course if space is not available.
MSU employees enrolled under the provisions of this program are not entitled
to utilize the regular services of the Caudill Health Clinic.
Any tax liability incurred through participation in this program is the
responsibility of the employee.

ENROLLMENT AT
OTHER POSTSECONDARY
INSTITUTION:

A regular, full-time MSU employee desiring to enroll at another public
postsecondary educational institution shall have his/her employment verified
by the MSU Office of Human Resources. The MSU employee shall contact
the institution in which he/she intends to enroll for further information regarding
enrollment.

FRAUDULENT USE:

Any employee who intentionally obtains services through the tuition waiver
program by submitting false or deceptive information shall be subject to the
provisions of KRS 514.060 (Theft of Services). Theft of services is a Class
A misdemeanor unless the value of the services is $100 or more, in which
case it is a Class D felony.
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2.51: FACULTY ANDSTAFFTUITIONWAIVERPROGRAMPOLICY

L Statement of Purpose
The 1997 First Extraordinary Session of the General Assembly resulted in the creation of a
faculty and staff tuition waiver program [KRS 164.020(32)] with the express purpose of
promoting employee and faculty development. Specific responsibility was granted to the
Council on Postsecondary Education to develop and implement this program. Consistent with
stated legislative purpose, this policy sets out the parameters of this program, which is intended
to enhance the professional development opportunities of the faculty and staff of the public
postsecondary institutions.

II. Statutory Authority
Authority is expressly granted in KRS 164.020(32) which provides the Council on Postsecondary
Education shall:
(32) Develop a statewide policy to promote employee and faculty development in all
postsecondary institutions through the waiver of tuition for college credit coursework in
the public postsecondary education system. Any regular full-time employee of a
postsecondary public institution may, with prior administrative approval of the course
offering institution, take a maximum of six (6) credit hours per term at any public
postsecondary institution. The institution shall waive the tuition up to a maximum of six
(6) credit hours per term; ...
Additional requirements for employees of the Kentucky Community and Technical System are
stated in KRS 164.5807:
(6) A regular full-time employee may, with prior administrative approval, take one (I)
course per semester or combination of summer sessions on the University of Kentucky's
campus or at a community college during the employee's normal working hours. The
University of Kentucky shall defray the registration fee up to a maximum of six (6)
credit hours per semester or combination of summer sessions.
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ID. Polley
Section A. Definitions

1.

"Course-offering institution" means the institution where an employee has enrolled to take a
college credit course under the provisions of this policy.

2.

"Employing institution" means the institution where an employee seeking a benefit under this
policy works on a full-time basis.

3.

"Institution" means a ·state-supported postsecondary institution as described in KRS
164.001(10).
.

4.

"Regular full-time employee" or "employee" means an employee so classified by an employing
institution within the human resources system of that institution. NOTE: Until July 1, 1998,
participation by the technical branch ofthe Kentucky Community and Technical College System
(KCTCS) is limited to employees ofthe postsecondary technical institutions and the
postsecondary faculty ofthe area centers. On July 1, 1998, all KCTCS employees will become
eligible.

S.

"Summer term" or" summer session" means the period in the academic calendar between the
spring and the fall semester.

Section B: General Requirements
1.

The program is to be titled the Faculty and Staff Tuition Waiver Program.

2.

The Faculty and Staff Tuition Waiver Program applies to the waiver of tuition and does not
include mandatory student fees, course and other fees, textbooks or other charges assessed by a
course-offering institution.

3.

The Council on Postsecondary Education requires that all tuition waived under this program:

4.

a.

be recorded consistent with residency requirements;

b.

be recorded in the financial accounting system of the course-offering institution
consistent with financial reporting guidelines of the Council; and

c.

be separately identified in the course-offering institution's student database consistent
with Council guidelines.

The Faculty and Staff Tuition Waiver Program applies to all courses offered for college credit
not specifically excluded by this policy.
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S.

A course-offering institution may, through a written policy, exclude non-credit continuing or
community education courses, courses offered through overseas programs, correspondence
courses, and audited courses.

6.

Participation in the Faculty and Staff Tuition Waiver Program may generate additional taxable
income under the provisions of the federal tax code for graduate, professional and doctoral level
programs.
a.

The course-offering institution shall provide a report to the chief personnel officer of
each employing institution on all employees participating in the Faculty and Staff
Tuition Waiver Program. The report shall designate the course number and whether the
course is undergraduate, graduate, doctoral or professional.

b.

The employing institution is responsible for withholding proper taxes and for reporting
taxable income regardless of where the course is taken.

c.

Any tax liability incurred through participation in this program is the responsibility of
the employee.

7.

This policy confers a financial benefit to regular, full-time employees and is not intended to
guarantee access or preferential treatment to any academic course or program.

8.

An employee eligible to participate in this program may take courses during normal working
hours with written permission of the employing institution.

9.

An institution is not required to offer a course during an academic term unless there are a
sufficient number of tuition-paying students taking the course. An institution may restrict
enrollment in a course if space is not available.

10.

An institution may offer additional benefits to its own employees or to employees of other
postsecondary institutions that exceed the benefits of this policy.

11.

Credit hours earned under the state policy are not assignable; however, an employing institution
that wishes to allow its employees to assign credit hours to third parties may do so, either by
having the employee sign a waiver of the state policy in favor of the institutional policy or by
the institution granting credit ho~ in excess of those provided by the state.

Section C: Eligibility Criteria

1.

An employee, to be eligible for participation in the Faculty and Staff Tuition Waiver Program,
must be classified by the employing institution as a regular full-time employee. Certification of
employment shall be provided by the employing institution for each academic term in which the
employee seeks to participate in the program.
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2.

If employment is terminated prior to the first day of classes, an approved tuition waiver will be
cancelled.

3.

An employee is not eligible to receive a tuition waiver under this program in excess of six credit
hours per academic term from an institution or combination of institutions.

4.

Employees must meet the course-offering institution's:
a.

general admission requirements; and

b.

any specific program requirements.

c.

A course-offering institution may require that a student achieve a minimum grade level,
not to exceed a 2.0 on a 4.0 grade scale, in order to continue to be eligible to participate
in the Faculty and Staff Tuition Waiver Program in subsequent academic terms.

Certification:

~~JU

'1

' Acting Chief
J. Kenneth Walker,
Operating Officer

Previous Actions:
Original Approval: _____A_u_.,gu...._st_S...,,_1_99_7
Amended:
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 328.01
Title: Procedures for Environmental Review of Real Estate Property

Originator:

Office of Environmental Health & Safety
Physical Plant

Initial Adoption:

November 20, 1997

Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

Assessment of toxic and hazardous substances when
purchasing or receiving gifts/bequests of any university real
estate transaction.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University faculty and staff

Attach a description of the UAR.

(Description Attached)

//-20-7 7
Date

UAR Distribution List
The following shall receive a copy of the UAR# 328.01
Titled:

Procedures for Environmental Review of Real Estate Property

Date:

November 20. 1997
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement
Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.
• t\ppropriate VP is responsible for distribution to those people in his/her division.

UAR 328.01

MOREHEAD STATE UNIVERSITY
OFFICE OF ENVIRONMENTAL HEALTH AND SAFETY
PROCEDURES FOR ENVIRONMENTAL REVIEW OF REAL ESTATE PROPERTY

The following phased process is to be used for the assessment
of toxic and hazardous substances when purchasing or receiving
gifts/bequests of any University real estate transaction.
The
"due diligence" process serves as a risk assessment and
management tool for environmental liabilities associated with
all real estate transactions.
It is a flexible process - the
level of investigation is not the same for every property, and
will vary depending upon: nature/type of property; historical
use; type of transaction; proposed use of the property; and
information obtained during the course of investigation.
Similar procedures should be followed for sales and leasing of
University property.
A. Two Phase Investigation
Phase I - Preliminary Site Assessment (PSA)
Phase II - Site Characterization: sampling of soils,
groundwater, and/or building components
Risk assessments must be made at the conclusion of each
phase of this process. A general path to this process is
as follows:
Phase I
Preliminary Site Assessment
Property appears free of contamination. Evaluate need for
further investigation. Proceed with Phase II or acquisition
as appropriate.
Potential for contamination is identified.
Known or confirmed contamination on site. Re-evaluate
benefits of acquisition. Terminate acquisition if risks outweigh advantages.
Phase II
Site Characterization
Property appears free of contamination.
Proceed with
acquisition.
Contamination confirmed.
Proceed with
additional site sampling to determine full nature and extent
of problem ( s) .
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Negotiate terms for remediation. Nature and extent of
contamination poses significant liabilities. Terminate
acquisition.
There is some degree of potential risk involved with every
property transaction. Environmental due diligence will always
be a condition of any purchase contract unless performed by the
University prior to executing the purchase contract. The Phase
I Preliminary Site As8essment (PSA) may be performed by
campus qualified Environmental Health & Safety personnel, if
available.
If potential for contamination is identified
during the campus Phase I assessment, a qualified professional
environmental consulting firm should contracted to review the
results of the Phase I report and conduct Phase II site sampling
if necessary.
It is strongly recommended that if the property
is commercial or industrial or otherwise poses a high risk for
contamination, an environmental consultant be exclusively
contracted to perform the work because of the inherent
liabilities.
B. Phase I - Preliminary Site Assessment (PSA)
The PSA has three (3) major objectives:
1. Technical: determine the likelihood of contamination and
the need for further investigation (Phase II).
2. Financial: determine if the subject property value is
impaired and the level of financial liability associated
with any environmental problems.
3. Legal: establish a basis for the ''innocent landowner
defense" and enable the allocation of risk/responsibility
amongst parties in the transaction.
Current PSA components:
1. Identify past and present site ownership and uses.
2. Determine and document site environmental characteristics
and settings.
3. Assess hazardous materials and hazardous waste generation,
storage, handling, and disposal practices.
4. Inspect structures for asbestos, lead paint, PCB electrical
equipment, or any other hazardous building components.
5. Assess off-site hazards posed by past and present uses of
surrounding properties.
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6. Develop conclusions about risks of potential problems and
make recommendations for the need for further investigation
(Phase II).
The PSA investigation must consist of a records review, site
inspection, and historical research.
This should be included
in a written report with recommendations and cost estimates for
Phase II, if necessary.
1. Records Review
Review available records and files of both public agencies and
any accessible privately held records for the following
information: site history and use; hazardous materials,
hazardous waste storage, and disposal permits; underground
storage tank records; discharge or emissions permits;
business hazardous materials plans; reported releases of
hazardous materials or known site contamination problems.
For commercial and industrial sites, a questionnaire can be
presented to the current owner or operator that requests
specific information on current and past operations.
Commercial record search services are available that cover
state and federal site lists.
Local (city or county) records
must also be searched. No regulatory agency site listings are
all-inclusive and the absence of a site from these lists does
not mean there is no_ problem.
2. Site Inspection
The site inspection is performed to identify land uses,
evaluate owner and tenant activities, and identify
environmental characteristics that could impair the
condition or value of the real property. Authorization for
access to the site (preferably written) must be obtained
from the owner prior to entering the property.
If permitted,
the existing conditions should be documented using photos or
videotape.
If possible, interviews of knowledgeable on-site
personnel should be conducted to gather information about
site operations and layout. Aerial photos and USGS topographic maps may assist in this process.
The following ''red flags" or possible signs of contamination
or presence of hazardous substances must be noted:
1. Underground storage tanks (USTs): Some states require
permits for USTs containing petroleum or hazardous
substances. Leaking tanks are required by law to be
reported to regulatory agencies. However, some USTs
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2.

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

13.

may not have permits and/or may be abandoned,
especially on agricultural and residential properties.
Look for vent pipes, fill connections, and metal caps
or plates.
Wastewater systems (septic tanks; leaching fields;
sumps; dry wells; or any other subsurface systems onsite which are not connected to a sanitary sewer
system).
Drums or any other chemical storage or handling areas.
Discoloration of pavement or soils, especially near
storm drains.
Dead, dying, or unhealthy vegetation.
Piles of waste, trash, or unidentified mounds.
Surface impoundments (pits; ponds; lagoons; unidentified
depressions)
Any obvious signs of spillage or residues on property or
in buildings.
Odors (especially solvents).
Wells (may be capped or covered)
Maintenance, repair, or shop areas.
Building components which may contain asbestos
(generally prior to 1980).
a. Sprayed-on fireproofing and plaster
b. Acoustical insulation
c. Thermal insulation: pipes or lagging; ducts;
plenums; boilers and furnaces
d. Electrical insulation: electrical panels and duct
openings
e. Floor and ceiling tiles and transite panels
f. Asphalt roofing materials
Electrical equipment such as transformers and
capacitors <older than 1979) that may contain polychlorinated biphenyls (PCBs).

3. Historical Research
It is essential to find out as much as possible regarding
previous site ownership and uses in order to assess the
potential for contamination due to past activities.
There
are a number of resources available to assist in this process.
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1. Title History: this type of title report can be prepared by
a title company at a slightly higher cost than an ordinary
title report. The title search should go back to the time
the property was first developed. A title history report
will indicate whether the property was owned by government
agencies or companies that likely handled hazardous
materials, and will also reveal recorded leases by such
entities. State and federal environmental liens may also
be inclu.d ed in these records.
2. Aerial photos: historical aerial photos can provide invaluable documentation of site use and activity for both
the subject site and surrounding properties. Many
commercial aerial photography companies can provide
coverage of urban areas as far back as 50 years.
3. Maps: historical maps, especially Sanborn fire insurance
maps, are often available for urban areas through local
libraries or historical societies. Old business directories
and other similar historical records may also be available
from libraries, societies, and public agencies.
4. Interviews with people knowledgeable about the property
can provide valuable insight into site history and
activities for which no written records exist. Neighbors,
former employees and long-time public officials can
often provide this information.
C. Phase II - Site Characterization (Sampling)
This phase involves actual sampling and analysis of soils,
groundwater, and building components suspected of containing
hazardous substances or wastes.
This phase may also entail
testing of underground storage tanks.
Sampling will reveal
whether the property is "contaminated" or if hazardous
substances are really present.
Phase II investigations require
written authorization from the current property owner because
there can be significant consequences if contamination is found.
Federal and state hazardous waste laws require that the owner
promptly report site contamination to the proper regulatory
authorities.
(University employees may also have an independent
legal obligation to report the discovery of contamination if the
owner does not).
This will subject the current owner to
regulatory scrutiny and the burden of further site
investigations and remediation (cleanup).
Phase II
investigations may also diminish property value and will delay
the property transaction.
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The consultant will prepare a technical Phase II report
consisting of:
1.
2.
3.
4.

Nature and probable sources(s) of the contamination.
Likely extent of contamination in soils and groundwater.
Need for further characterization (sampling and analysis)
Regulatory standards pertaining t0 cleanup levels and
remedial technology options.
5. A preliminary estimate of costs for additional sampling
and remediation (cleanup).

Environmental consultants generally require about 4-10 weeks on
the average to design and implement a Phase II investigation.
In general, costs usually range from less than $10,000 to about
$30,000 for this work.
Costs and turnaround time will depend
on the size of the property and types of contaminants and
sampling required.
For example, soil borings typically cost
$1,500 each, whereas groundwater monitoring wells cost $3,000
to $6,000 each, depending upon the location and site conditions.
Laboratory costs vary according to specific analysis.
Once contamination is confirmed by a quantitative technical
investigation, the acquisition as negotiated will probably
have to be restructured if the University still wants to
acquire the property. The campus must perform a written
analysis of risks, costs, and reason for continuing toward
acquisition of the property. A health risk assessment study
may be performed at this time to determine the effects of
contaminants on persons using the property and the effect
on the property itself. Health risk assessments are also
essential in determining acceptable contaminant cleanup
levels.
D. Phase III - Remediation
The last phase of this process (if necessary) consists of the
cleanup (remediation) of any contamination found during the
Phase II site investigation. Generally, site cleanups are
performed according to the methodology set forth by a
Risk-Based Corrective Action process administered by the
appropriate environmental regulatory agency.
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Conclusion
The liability for on-site contamination can be transferred
with ownership whether purchased, gift/bequest, or merger
occurs, an environmental site assessment in the due
diligence process has become standard practice. Regular
monitoring of property can provide a baseline against future
litigation. Under CERCLA, RCRA, and state and local
regulations, extensive cleanup liability costs and damages
can be assessed if proper removal or remedial actions are not
conducted. As a buyer, owner, or lessee, the University
can face a large facet of environmental issues.

Any questions regarding this, please do not hesitate to call.

-:J's

Jeff Stewart
Environmental Engineer
Environmental Health & Safety Coordinator
Morehead State University
JSS/js
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Number: 3 29 .01
Title:

Procedures for Re-employing Morehead State University Kentucky
Employees' Retirement System (KERS) Retirees on a Full-Time Basis

Originator:

Roger Barker, Director of Human Resources

Initial Adoption:

J a nua r y 10, 200 1

Revision Dates:
I.

Purpose:
To establish general guidelines and procedures for re-employing Morehead
State University Kentucky Employees' Retirement System (KERS) retires on a
full-time basis.

II.

Procedural Reference for:
_X_ KRS, specify
.~
61=·~63~7__ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify_ _ _ __ _______________
_ _ BOR policy, specify _ _ __ _ _ _ _ _ _ _ _ _ __ _ _ __
_ _ UAR, specify ______________________
_ _ Other, specify ______________________

ill.

Scope (Who is covered by this UAR?):
Kentucky Employees' Retirement System (KERS) Retirees

Attach a description of the UAR.

Ronald G. Eaglin, President

Date

1

,

'

,,

UAR Distribution List
The following shall receive a copy of the UAR # 3 2 9 . 0 1 titled Procedures for ReEmploying Morehead State University Kentucky Employees' Retirement System
(KERS) Retirees on a Full-Time Basis. Date: 1/1 0/0 1

_x_

Vice President for Academic Affairs and Dean of Faculty

_x_

Vice President for Administration and Fiscal Services

_x_

Vice President for Student Life and Dean of Students

X ---

Vice President for University Advancement

_x_

Academic Deans

_x_

Faculty Senate

_x_

Staff Congress
Student Government Association

Others:*
Unive r sity Archives/ Cl a ra Keye s

All originals will be filed in the Executive Vice President's Office, HM 205, and
duplicates in the Library.

::•Appropriate VP is responsible for distribution to those people in his/her division.

329.01

Morehead State University
Administration Regulation
Title:

PROCEDURES FOR RE-EMPLOYING MOREHEAD
STATE UNIVERSITY KENTUCKY EMPLOYEES'
RETIREMENT SYSTEM (KERS) RETIREES ON A FULLTIME BASIS

Purpose:

To establish general guidelines and procedures for reemploying Morehead State University Kentucky
Employees' Retirement System (KERS) retirees on a fulltime basis.
Background:
A. Within certain limitations as set forth below, Kentucky

Revised Statutes (KRS) allow retirees under the Kentucky
Employees' Retirement System (KERS) to be re-employed
in a full-time capacity with the same organization from
which they retired.
B. The University will encourage retirees to apply for any
vacant position for which they qualify, regardless of
whether the position is the one from which they are
retiring. KERS retirees seeking reemployment at
Morehead State University will be afforded equal
consideration for employment as per the University's
Affirmative Action Plan.
C. Subject to the following conditions, Morehead State
University may allow non-competitive re-employment of
KERS retirees on a full-time basis:
1. University need must be clearly defined;
2. A vacant position must be available;
3. The employee for whom re-employment is being
requested must be qualified for the position;
4. Re-employment must be in the best interests of the
University.
5. Non-competitive re-employment must be
consistent with the University's Affirmative
Action Plan.
6. Re-employment is not an entitlement for the
employee and approvals will be made or denied on
a case-by-case basis.
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Eligibility Requirements:
A. If employee is returning to same or similar job from
which he or she retired, there must be at least a sixmonth break in service unless employee is 65 years of
age or older at retirement, then the required break in
service is one month (as per KRS requirements).
B. If employee is returning to MSU in a different and nonsimilar position, there is a required break in service of
one month (as per KRS requirements).

Procedural Requirements:
A. Morehead State University KERS retirees wishing to be
non-competitively re-employed at MSU must make
application to the Department to which they are seeking
re-employment. The request must be supported by the
appropriate Vice President and approved by the
President. After approval by the President, the request
must be submitted to the Office of Human Resources.
The request for re-employment must include
justification:
1. That the employee's re-employment is in the
best interest of the University;
2. That the employee possesses demonstrated
skills and abilities that would likely be
unavailable in the general labor market; and
3. For any salary request above the entry level for
that position, if applicable.
B. If the employee is approved for non-competitive re-hire
into any position at the University, a search waiver
must be completed and approved before a Personnel
Action Request (PAR) is submitted.
C. If the employee is requesting non-competitive reemployment for any MSU position other than the
position from which he or she retired, it will be the
responsibility of the hiring supervisor to either:
1. Approve and forward the request for reemployment as set forth above or;
2. Recommend that the employee submit an
application for the position and participate in the
University's normal hiring process.
D. All re-employed KERS retirees hired through a search
waiver process will be employed on a Fixed Term I
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contract. Continued employment will be at the
discretion of the University.
E. All KERS retirees who are approved for noncompetitive re-employment will be hired at entry level
salary unless an Exception to Entry Level is submitted
and approved according to the guidelines set forth in
PG-44, Wage and Salary Administration.

Number: 330.01
Title: Morehead State University Passenger van Usage Policy

Originator:

Office of Physical Plant

Initial Adoption: October 17, 2001
Revision Dates:

I.

Purpose: To define regulations and procedures f or utilization of
University passenger vans.
/

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOA policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): All users of University vans.

Attach a description of the UAR.

Approved

by:t, l

Ronald G. Eaglin, Pre

(Description Attached)

'

Date

UAR Distribution List
The following shall receive a copy of the UAR #

330.01

Titled: Morehead State University Passenger Van Usage Policy
Date:

October 17, 2001
X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*

111 originals will be filed in the Office of The Provost in H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.
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MOREHEAD STATE UNIVERSITY
Administrative Regulation

TITLE:

Morehead State University Passenger Van Usage Policy

PURPOSE:

To define regulations and procedures for utilization of University
passenger vans.

APPLICABILITY:

All users of University vans.

RESPONSIBILITY: To define regulations and procedures for utilization of University
passenger vans.
PROCESS :
I. GENERAL
A Utilization of all University vehicles is the administrative responsibility of
the Vice President for Administration and Fiscal Services. The Motor
Pool of Morehead State University operates under the official policies and
procedures governing the use of State and University vehicles.
B. The Office of Physical Plant will insure that all passenger vans are
routinely inspected and maintained in a manner for safe operation by
faculty, staff and students. The Office of Physical Plant shall continue to
follow its current "Van Maintenance Schedule" .
II. SCHEDULING
A The scheduling of all University vehicles is done on a first come, first
served basis, based on the date and time the properly completed Travel
Request Form is received in the Motor Pool office of the Physical Plant.
B . To request the use of a fleet vehicle, a completed Travel Request must be
submitted to the Motor Pool office of the Physical Plant. Approval of
requests is provisional upon the requests meeting the following criteria:
officially scheduled University events such as class field trips, athletic
events, musical and dramatic performance, workshops, seminars and
conferences, University relations, and official administrative state
business.
C. In the event of a conflict regarding vehicle usage, such as when more
simultaneous requests are received than there are vehicles available, the
consideration will be given to the number of people served, the distance
involved, and budgetary allowances. Also considered will be the
following priorities: academic programs, athletic events, administrative
state business, and student groups. If the conflict cannot be resolved by
any of the above-mentioned criteria, the Vice President for Administration
and Fiscal Services is empowered to make decisions determining vehicle
usage.
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D . More information regarding the utilization of fleet vehicles may be
requested by designated personnel of Physical Plant and/or the Vice
President for Administration and Fiscal Services. Correspondence,
registrations, agendas, schedules, etc., may be required for clarification
and support of the request for vehicle usage.

III. VEHICLE OPERATORS
A. All vehicle operators shall be holders of valid operator's licenses and
required to complete a State Vehicle Use Agreement form. Operator' s
licenses will be checked for validity prior to the initial use of a vehicle and
periodically (annually) during the year.
B. All passenger van drivers transporting passengers must complete a van
safety-driving test administered by the Office of Physical Plant.
C. All vehicle operators shall be employees or agents of the Commonwealth
of Kentucky.
1. An employee is defined as any one receiving wages from the
Commonwealth of Kentucky or Morehead State University.
2. An agency of the Commonwealth of Kentucky is defined as "one
who is authorized by the Commonwealth to act in its behalf, or to
act for it". Only a major department head of Morehead State
University may designate an agent.
3. Students, graduate or undergraduate, may drive vehicles under the
following guidelines:
a. Student drivers must be 18 years of age, possess a valid
drivers license, and a Student Motor Vehicle Operator' s
Authorization card, with van safety-driving test
certification.
b. Student van drivers transporting passengers shall be
accompanied in the vehicle by a faculty/staff member or a
faculty/staff member shall be present in one of the vehicles
when more than one van is involved in a convoy situation.
The faculty/staff member present shall be responsible at all
times for the safe operation of the vehicles( s) under his or
her control in accordance with all official policies and
procedures.
c. A DUI conviction shall immediately revoke driving
privileges.
d. Students with more than one driving offense will lose
driving privileges.
D . Vehicle operators other than students may not have more than six (6)
current driving violation points or fifteen (15) accumulated driving
violation points during the past five (5) years, as administered by the
Commonwealth of Kentucky's Transportation Cabinet on the driver
license records.
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E . All vehicle operators and passengers shall be liable for disciplinary action
by their immediate supervisors and the University' s administration as well
as any resulting legal actions for violation of any of the official policies
and procedures governing the use of State and University vehicles. The
University reserves the right to cancel trips at any time if a vehicle
operator violates any official policies and procedures. If passengers in
fleet vehicles violate any official policies and procedures, the University
employee or agent should immediately cancel the trip and return the
vehicle to the University. Fleet vehicles are operated under the official
policies and procedures governing the use of State and University
vehicles. Persons utilizing fleet vehicles shall familiarize themselves and
fully comply with these regulations.

IV. RULES AND REGULATIONS
A. Vehicles shall be used solely for performing official state or University
business and any other use is prohibited.
B . The operator and all passengers must wear seat belts.
C. Vehicles shall not be driven to or parked at a place of residence unless
specifically authorized .
D . Passengers shall be limited to only University personnel and persons
connected with official state or University business on the particular trip .
E. Fifteen passenger vans are limited to 15 passengers only or 12 passengers
with luggage.
F. Operators of vehicles shall return the vehicle to the same pool from which
it was assigned. Vehicles returned after working hours shall be locked.
Deposit the trip ticket, keys, and credit card in the designated receptacle.
G. Operators shall report any observed malfunctions or potential problems,
such as faulty brakes, tires, steering, etc. when returning a vehicle.
H. Smoking in state owned vehicles is prohibited.
I. Alcoholic beverages and/or illegal drugs as defined in the Kentucky
Revised Statutes are prohibited in University vehicles.
V. ACCIDENTS
A. An operator whose vehicles is involved in an accident resulting in damage
to the vehicle or to any other property, or to any person, regardless of
whether or not the operator was in the vehicle at the time of the accident,
shall immediately prepare Department of Justice, Bureau of State Police
form KSP 232. The operator shall submit two copies of the form to the
Commonwealth of Kentucky Division of Transportation Services within
three days and submit one copy to the State Police if required by law.
B . When a police report is necessary, the operator or the University shall
obtain a copy of the report and submit it to the Commonwealth of
Kentucky Division of Transportation Services.
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C. The Office of Support Services shall be notified by telephone at (606)
783-2018 of any accident involving a University or State vehicle. If an
accident occurs after office hours, notification should be left via voice
mail. A copy of all police reports should be forwarded to the Office of
Support Services.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 331.01
Title: Mass Electronic Communications
Originator:

Office of Information Technology

Initial Adoption:

5/21/03

Revision Dates:

I.

II.

Purpose:

To ensure that University electronic and voice communications
resources are properly utilized and maintained to effectively address
the service mission of Morehead State University.

Procedural Reference for: UAR 038.01, PG
___ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

X
X

Ill.

UAR, specify _-.:3:..:0:..::8~.0=-1..:.-------------Other, specify __P:...;G=---=5;.:5_ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
This regulation applies to all Morehead State University administrators, full-time
and part-time faculty, staff, students, members of the Board of Regents,
volunteers, contractors and sponsored guests. The following statements will
function as function as Morehead State University's official guidelines for mass
mailings on the University's electronic and voice communications systems.

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR#

331.01

Titled: Mass Electronic Communications
Date:

May 21, 2003

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*
Registrar
Associate Vice President for Graduate and Undergraduate Programs

,II originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.
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Mass Electronic Communications

DESCRIPTION: This regulation outlines the proper use of electronic and voice systems
for communicating with large campus groups such as all students or all employees.
RESPONSIBILITY: The Office of Information Technology (OIT) is responsible for the
administration of all electronic and voice communications systems owned or leased
by the University.
PURPOSE: To ensure that all University electronic and voice communication
resources are properly utilized and maintained to effectively address the service
mission of Morehead State University.
APPLICABILITY: This regulation applies to all Morehead State University
administrators, full-time and part-time faculty 1 staff, students, members of the
Board of Regents, volunteers, contractors and sponsored guests. The following
statements will function as Morehead State University's official guidelines for mass
mailings using the University's electronic and voice communications systems.
DEFINITIONS: For purposes of this document, the following definitions apply:
Electronic Communications Systems -- Includes any system that uses electronic

methods to send/receive messages (except University television and radio stations).
This includes but is not limited to electronic mail, fax and instant messaging systems.
Voice communications Systems -- Includes all forms of telephone communications

(e.g. voice mail broadcasts, pagers).
Mass Communications -- Communications to major segments of the University

community . These communications would normally be restricted to important
announcements or University approved surveys. Mass communications does not
include normal electronic/voice correspondence with faculty or staff within a
University unit or normal electronic/voice communications with students in a class.
Message -- Any form of communication which originates and/or terminates via

electronic or voice communications, or which is dependent in any fashion on the
University's telecommunications network for its delivery.
Telecommunications Network -- All University owned or leased software ,

transmission facilities , and communications cabling with a primary purpose of the
delivery of messages.
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PROCESS:
1. Prior to any mass communications that use the electronic or voice
communications systems, approval must be granted by the President (or the
Provost if the President is not available).
2. The approved message will be forwarded to the Office of Information
Technology to be disseminated.
3. The University will not provide electronic (email) addresses to any external
group without written authorization from the University President.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

332.01

Title:

Food Service Policy

Originator:

Bill Redwine, Auxiliary Services

Initial Adoption:
Revision Dates:

I.

II .

Purpose:

NA
To promote safe handling, preparation, and distribution of food
consumed on campus, and/or prepared on campus for
consumption off campus.

Procedural Reference for:
__
__
__
__
__

Ill.

11/11/05

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): This policy applies to all students,
faculty, staff, and campus guests and visitors.

Attach a description of the UAR.
All food prepared and/or served in dining facilities, public food serving areas,
conference facilities, and other buildings and grounds shall be under the control of
University Dining Services, except for Cornucopia Room or other creative foods
labs, University operated concessions, food consumed in housing by residents,
family, or guests, and food served as part of office "pot luck" functions.
Approved by:

~

ews, President

UAR Distribution List
The following shall receive a copy of the UAR# 332.01
Titled: Food Service Policy
Date: November 11, 2005

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others :*

All originals will be filed in the Office of The Provost in H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Distribution List
The following shall receive a copy of the UAR# 332.01
Titled: Food Service Policy
Date: November 11, 2005

X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*
Debbie Abell, Dan Connell, Bev McCormick, Loretta Lykins, Elsie Pritchard
Carole Morella

All originals will be filed in the Office of The Provost in H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division .

UAR NUMBER : 332 .01
TITLE : Food Service Poli cy
ORIGINATOR: Mr . Bill Red win e, Au x il iary Servi ces
INITIAL ADOPTION :
REVISION DATES: NA
PURPOSE : To promote safe handling, preparation, and distribution of food consumed on campus,
and/or prepared on campus for consumption off campus.
PROCEDURAL REFERENCES : NIA
SCOPE {Who is covered by this UAR?) : This policy applies to all students, faculty, staff, and
campus guests and visitors.
POLICY :

1. All food prepared and/or served in dining facilities, public food serving areas, conference
facilities, and other buildings and grounds shall be under the control of University Dining
Services, except:
a. food prepared and/or served in the Cornucopia Room or other creative foods lab as part
of the University's academic program,
b. food prepared and/or served in recreational facilities as part of "University operated
concessions,"
c. food consumed in University housing by residents, their family members, and/or invited
guests,
d. food served as part of an individual office/unit occasional "pot luck" function.
2. University Dining Services personnel shall not handle food which was not purchased by
University Dining Services.
3. University Dining Services may refuse to provide food for take-out if there is reasonable
concern that the foo d will not be properly handled, prepared or distributed upon leaving the
premises.
4. Registered University organizations, student organizations, and/or other groups wishing to
sponsor activities at which food is served and/or sold on campus must obtain approval in
advance from the Director of Auxiliary Services or his/her designee, except in the following
cases:
a. "fund raisers" (e.g., bake sales, candy sales, etc.) by residence hall students in
University Housing. Approval is granted by the Office of Student Housing and
Residence Life.
b. "fund raisers" (e.g., bake sales, candy sales, etc.) conducted by registered student
organizations, and specifically approved by the Office of Student Activities, and
scheduled with the Office of University Center & Conference Services.

UAR 332.01

5. Any University Department/Office wishing to sponsor activities at which food is served and/or
sold on campus must obtain approval in advance from the Director of Auxiliary Services or
his/her designee. The activities or events must be scheduled through the Office of University
Center and Conference Services.
6. Regional campus centers may utilize vendors from an approved catering list. All food servings
must comply with local health department regulations.
7. Cooking (e.g. grilling, deep frying, etc.) on University property is highly discouraged but if
allowed, must conform to all applicable safety regulations (fire extinguisher present, no open
flame adjacent to combustible materials, etc.).
8. Requests for exceptions, based upon unique, one time events, not intended to constitute a
business nor any form of competition with Morehead State University Dining Services, must be
submitted to the Director of Auxiliary Services for review. Events where food is to be sold will
be required to display a "Food Handling Permit" issued by Rowan County Health Department.
Forms requesting an exception may be obtained from the Auxiliary Services Office, Room
102H Adron Doran University Center, phone (606)783-2680.
This policy is not intended to cover food and beverages purchased and/or prepared by
individuals for personal consumption.

UAR 332.01

Request for Exception to the Food Policy
Morehead State University
(The event cannot be scheduled until this request is approved)
Today's Date:

(Please complete this request at least two weeks prior to the event.)

ame of Group: _ _ _ _ _ _ _ _ _ _ Name of Contact Person:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Is this a registered MSU student group? Yes ___ No _ __
If this is a registered MSU student group, indicate advisor's name, address, and phone number:

Contact Person
Phone number(s):
E-mail address:
Local address: - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Event Information
Date: _ _ _ _ _ _ _ _ _ __
Location: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Start time: _ _ _ _ _ _ _ __
End time: _ _ _ _ _ _ _ _ _ _ _ __
Is there a charge for the event? Yes _ _ _ o _ __
Events where food is sold will be required to
Is there a charge to eat food? Yes _ _ _ _ No _ __
display
a "Food Handling Permit" issued by the
Is the event open to the public? Yes _ _ _ o _ __
Rowan County Health Department.
How many people do you expect to attend? _ _ _ _ __
Purpose of event (fundraiser, program, event, etc.) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Suppler Information
Did you contact someone in MSU Dining Services about this request? Yes ____ No _ _ __
If yes, who was the individual?
Are you purchasing food from Dining Services? Yes _ _ _ No**
**If you do not plan to purchase from Dining Services, please explain why:

Is any food being prepared by a group member(s): Yes**
**Explain:

No

Is food being purchased from a licensed vendor? Yes ~C=B=us~in~e=ss~n~a~m~e)~----------- No
Is food being donated from a licensed vendor? Yes
(Business name)
No
Type offood(s): _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Food Handling
How will food be stored before event, held during serving, and served?
What will be done with leftovers? _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Contact person's signature:
Advisor's signature (for student organizations) :
Submit this form to the Director of Auxiliary Services, Room 102H of the Adron Doran University Center,
MSU, Morehead, KY 40351.
Approved: _ _ _ _ _ _ Not Approved: _ _ _ _ _ _ Date:

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
333.02
Title:

CRIMINAL BACKGROUND INVESTIGATIONS

Originator:

Roger Barker
Director, Office of Human Resources

Initial Adoption:

July 12, 2006

Revision Dates:

September 19, 2006

I.

Purpose:
To establish guidelines and procedures for the implementation, administration,
and reporting requirements associated with the criminal background investigation
process at Morehead State University.

II.

Procedural Reference for:
X KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
This regulation is applicable to all full-time, temporary, part-time, and student
employees upon their initial hiring by the University or whose break in service
exceeds 36 months. This regulation may, upon determination by the President on
a case-by-case basis, also apply to external vendors, contractors, or University
guests.

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR# 333.02
Titled:

CRIMINAL BACKGROUND INVESTIGATIONS

Date:

September 19, 2006
X

Provost

X

Vice President for Administration and Fiscal Services

X

Vice President for Budgets, Planning, and Technology

X

Vice President for Development

X

Vice President for Student Life

X

Vice President for University Advancement

X

Academic Deans

X

Directors

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates
in the Library.
*Appropriate VP is responsible for distribution to those people in his/her division.
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Morehead State University
Administrative Regulation 333.02
Title:

CRIMINAL BACKGROUND INVESTIGATIONS

Purpose:

To establish guidelines and procedures for the implementation,
administration, and reporting requirements associated with
a post-offer criminal background investigation process for
Morehead State University.
State law, effective as of July 12, 2006, requires that a state and
national background check be conducted on all initial hires of the
University.

Applicability:

o

This regulation is applicable to all full-time, temporary, part-time, and student
employees upon their initial employment by the University or whose break in
service exceeds 36 months.

o

The Office of Enrollment Services will initiate background checks for student
employees of the University. Background checks for all other employees will
be administered by the Office of Human Resources.

Application Process:

o

The applicant must authorize the background check by signing an Employment
Background Authorization Form included with all paper and online University
applications for employment. The authorization forms are also available on the
Office of Human Resources or the Office of Enrollment Services websites and
may be sent via e-mail to the applicant. To expedite the process, the applicant
may fax the completed and signed authorization form to the Office of Human
Resources at (606) 783-5028 or to the Office of Enrollment Services at (606)
783-2293 .

Offer of Employment Process:

With regard to regular full-time, temporary, and part-time employment
recommendations (other than student employment recommendations), the following
procedures apply:
o

Offers of employment should only be made after the University' s established
employment procedures, as listed in the Affirmative Action Plan and including
a fully-approved Personnel Action Request (PAR), have been completed.
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o

Once the PAR has been approved, a contingent verbal offer may be made to
the chosen candidate. The hiring supervisor must verbally indicate that the
offer is contingent upon the completion of a background investigation
satisfactory to the University.

o

All verbal offers for full-time employment will be followed-up by a written
offer letter/contract prepared by the Office of Human Resources and will
include the following statement: "This offer is contingent upon the completion
of a background investigation satisfactory to the University."

o

If the background check is not complete upon the effective date of action for an
employee, he/she will be allowed to begin work upon approval of the PAR.
The Office of Human Resources will monitor these checks until complete so
that a final decision can be made to either allow the employee to begin work or
to continue his/her current appointment.

With regard to student employment recommendations, the following procedures apply:
o New federally-funded student employees will be notified by assignment letter
that they should complete the Employment Background Authorization Form.
The assignment letter will also state that their employment is contingent upon
the receipt of a background check satisfactory to the University.
o

Departments that wish to employ students with institutional funds must submit
an Institutional/Reimbursable Request Form at least ten (10) working days
prior to the beginning date of employment. The Request Form must be
approved by the Office of Enrollment Services and either the Office of Budgets
or the Office of Accounting and Budgetary Control, depending on the funding
source. Upon final approval of the Request Form, the hiring department may
allow the student to begin working. Final approval will not be given until the
student has completed the Employment Background Authorization Form. The
hiring department must advise the student that his/her employment is
contingent upon the receipt of a background check satisfactory to the
University.

o

The Office of Enrollment Services initiates the process for the background
check for the approved student. A background check will be initiated for each
initial hire or returning employee who has had a break in service of three years
or more.

o If the background check is not complete upon the beginning date of
employment, the student may be allowed to begin working. The Office of
Enrollment Services will monitor these checks until complete so that a final
decision can be made to either allow the employee to begin work or to continue
his/her current appointment.
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Evaluation of Criminal Background Checks:
o

The results of the criminal background check will be sent directly to the
designated personnel in the Office of Human Resources or the Office of
Enrollment Services. If no criminal convictions are noted, the hiring supervisor
will be advised that the candidate is approved to begin employment or that
employment may continue.

o

If criminal convictions are noted, an employment representative will notify the
Director of Human Resources or Director of Enrollment Services and the
appropriate Vice President, who will consult with the General Counsel as
needed, for final determination on proceeding with the employment process.

o

If information derived from the criminal background check precludes the offer
of University employment, an employment representative will contact the
candidate to inform him/her that the University is rescinding its contingent
offer of employment or terminating current employment that was conditioned
upon a successful background check. The applicant/employee will also be
notified by the employment representative that he/she will receive written
notification from the University' s third party administrator surnrnarizing the
applicant's/employee' s rights under the Fair Credit Report Act.
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

333. 01

Title:

CRIMINAL BACKGROUND INVESTIGATIONS

Originator:

Roger Barker
Director, Office of Human Resources

Initial Adoption:

July 12, 2006

Revision Dates:

I.

Purpose:
To establish guidelines and procedures for the implementation, administration,
and reporting requirements associated with the criminal background investigation
process at Morehead State University.

II.

Procedural Reference for:
X KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
This regulation is applicable to all full-time, part-time, and student employees
upon their initial hiring by the University or whose break in service necessitates a
new Form I-9, Employment Eligibility Form. This regulation may, upon
determination by the President on a case-by-case basis, also apply to external
vendors, contractors, or University guests.

Attach a description of the UAR.

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR# 333.01
Titled:

CRIMINAL BACKGROUND INVESTIGATIONS

Date:

July 12, 2006
X

Provost

X

Vice President for Administration and Fiscal Services

X

Vice President for Budgets, Planning, and Technology

X

Vice President for Development

X

Vice President for Student Life

X

Vice President for University Advancement

X

Academic Deans

X

Directors

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates
in the Library.
*Appropriate VP is responsible for distribution to those people in his/her division.
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UAR 333.01

Morehead State University
Administrative Regulation
Title:

CRIMINAL BACKGROUND INVESTIGATIONS

Purpose:

To establish guidelines and procedures for the implementation,
administration, and reporting requirements associated with
a post-offer criminal background investigation process for
Morehead State University.
State law, effective as of July 12, 2006, requires that a state and
national background check be conducted on all initial hires of the
University.

Applicability:

o

This regulation is applicable to all full-time, temporary, part-time, and student
employees upon their initial employment by the University and to returning
employees with a break in service that necessitates a new Form 1-9,
Employment Eligibility Form.

o

The Office of Enrollment Services will initiate background checks for student
employees of the University. Background checks for all other employees will
be administered by the Office of Human Resources.

Application Process:

o

The applicant must authorize the background check by signing an Employment
Background Authorization Form included with all paper and on.line University
applications for employment. The authorization forms are also available on the
Office of Human Resources or the Office of Enrollment Services websites and
may be sent via e-mail to the applicant. To expedite the process, the applicant
may fax the completed and signed authorization form to the Office of Human
Resources at (606) 783-5028 or to the Office of Enrollment Services at (606)
783-2293.

Offer of Employment Process:

With regard to regular full-time, temporary, and part-time employment
recommendations (other than student employment recommendations), the following
procedures apply:
o

Offers of employment should only be made after the University' s established
employment procedures, as listed in the Affirmative Action Plan and including
a fully-approved Personnel Action Request (PAR) , have been completed.
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o

Once the PAR has been approved, a contingent verbal offer may be made to
the chosen candidate. The hiring supervisor must verbally indicate that the
offer is contingent upon the completion of a background investigation
satisfactory to the University.

o All verbal offers for full-time employment will be followed-up by a written
offer letter/contract prepared by the Office of Human Resources and will
include the following statement: "This offer is contingent upon the completion
of a background investigation satisfactory to the University."
o If the background check is not complete upon the effective date of action for an
employee, he/she will be allowed to begin work upon approval of the PAR.
The Office of Human Resources will monitor these checks until complete so
that a final decision can be made to either allow the employee to begin work or
to continue his/her current appointment.
With regard to student employment recommendations, the following procedures apply:
o New federally-funded student employees will be notified by assignment letter
that they should complete the Employment Background Authorization Form.
The assignment letter will also state that their employment is contingent upon
the receipt of a background check satisfactory to the University.
o Departments that wish to employ students with institutional funds must submit
an Institutional/Reimbursable Request Form at least ten (10) working days
prior to the beginning date of employment. The Request Form must be
approved by the Office of Enrollment Services and either the Office of Budgets
or the Office of Accounting and Budgetary Control, depending on the funding
source. Upon final approval of the Request Form, the hiring department may
allow the student to begin working. Final approval will not be given until the
student has completed the Employment Background Authorization Form. The
hiring department must advise the student that his/her employment is
contingent upon the receipt of a background check satisfactory to the
University.
o The Office of Enrollment Services initiates the process for the background
check for the approved student. A background check will be initiated for each
initial hire or returning employee who has had a break in service of 3 years or
more.
o If the background check is not complete upon the beginning date of
employment, the student may be allowed to begin working. The Office of
Emollment Services will monitor these checks until complete so that a final
decision can be made to either allow the employee to begin work or to continue
his/her current appointment.
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Evaluation of Criminal Background Checks:
o

The results of the criminal background check will be sent directly to the
designated personnel in the Office of Human Resources or the Office of
Enrollment Services. If no criminal convictions are noted, the hiring supervisor
will be advised that the candidate is approved to begin employment or that
employment may continue.

o If criminal convictions are noted, an employment representative will notify the
Director of Human Resources or Director of Enrollment Services and the
appropriate Vice President, who will consult with the General Counsel as
needed, for final determination on proceeding with the employment process.
o If information derived from the criminal background check precludes the offer
of University employment, an employment representative will contact the
candidate to inform him/her that the University is rescinding its contingent
offer of employment or terminating current employment that was conditioned
upon a successful background check. The applicant/employee will also be
notified by the employment representative that he/she will receive written
notification from the University' s third party administrator summarizing the
applicant's/employee's rights under the Fair Credit Report Act.
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UAR NUMBER: 334.03
TITLE: Procedures for Phased Retirement Program (PRP)
ORIGINATOR(S):
Director of Human Resources

INITIAL ADOPTION: 4/21/2008
REVISION DATE(S): 12/ 1/2008; 08/23/2018
AUDIENCE: (SELECT ALL THAT APPLY)
✓ FACULTY
STAFF
STUDENTS

VENDORS

OTHER (SPECIFY):

PURPOSE:
To establish genera l guide li nes and procedures for phased retirement transition assistance for faculty retiring by July 1, of
the current fiscal year and wishing to continue teaching on a part time basis for up to two (2) consecutive years. Part time
employment must be consistent with regulations promulgated by the Kentucky Teachers Retirement System (KTRS). The
PRP program will provide an appropriate career transition for experienced facu lty and wi ll assist academic planners as
they more effectively and efficiently reallocate resources to meet university, program, and student objectives.
PROCEDURAL REFERENCE FOR:
Morehead State University Personnel Policy PG-57, PAc- 14, PAc-18, and Kentucky Revised Statutes 161.220 through
161.716

SCOPE:
Eligib le Faculty

DESCRIPTION (INCLUDE DEFINITIONS):
BACKGROUND:
A. Within certain limitations as set forth below, Kentucky Revised Statutes (KRS) all ows retirees under the Kentucky
Teacher's Retirement System (KTRS) to be reemployed in a part-time capacity with the same organization from
which they retired. This wi ll also include faculty participants in the Optional R etirement Pl an (ORP) provided they
meet eligib ili ty standards.
B. This program is not an entitlement and does not cany automatic participation. Each applicant wi ll be considered on
merit, University resources, enrollment & program demands, and the capability of the individual to contribute to th e
needs of the depa1tment and the Univers ity.
C. The implementation of the PRP wi ll not result in additional funding of instructional staffing in Academic Affairs.
D. The University will encourage facu lty to retire by providing part time employment fo r teaching up to 12 hours per
academic year for a maximum of two (2) continuous years at their current per credit hour sa lary.
E. Participation in this program will be reviewed annually, and may be shortened if specific program or budgetary
requirements di ctate.
F. Certain other employee benefits such as tuition wa iver for the empl oyee and elig ible dependent children and paid
membership in the MSU Recreation and Wellness Center sha ll be extended for PRP participants for the approved
term of their participation in the program. All other standard part time employee benefits wi ll app ly.
G. PRP facu lty shal l retain their academic rank.
H. PRP faculty shall retain all rights, protections, and responsibilities related to academic freedom as defined in PAc-14.

I. PRP faculty shall retain eligibility to petition the Faculty Ri ghts and Responsibi lities Committee in any situation in
which the faculty member asserts a substantial injustice resulting from a violation of academic freedom, professional
ethics, procedural fairness, or due process according to PAc-18 .
ELIGIBILITY REQUIREMENTS :
1. Faculty eligible to apply for PRP consideration must be eligib le and elect to retire under any approved institutional
retirement system (i.e. KTRS or ORP) (27 years of service or age 55 with at least 5 years of service).
2. Faculty must have tenured, full time status to be eligible to apply for PRP consideration .
3. Faculty must have provided ongoing evidence of quality in performance in teaching and any other assignment areas .
PROCEDURAL REQUIREMENTS:
A. Morehead State University KTRS/ORP retirees wis hing to be emp loyed on a part time basis fo llowing retirement
through the PRP at MSU must make application to the Department to which they are seeking re-employment. The
request must be supported by the Dean and Provost and approved by the President. After approval by the President,

APPROVED BY:

VICE PRESIDENT:

_.L___!._____,_---Y-lf-c.......:......---1--1---+--.,....-----,,,,e:::::::\------1--,- - -

DATE: _Czs'____
/ 2:5
__,_/~18~

APPROPRIATE INSTITUTIONAL REVIE~ - - - - - - - + - - - - + - - - - - - DATE:
PRESIDENT: _

~1i-~1I i 1
I

_ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: -~--1-,....,,,~__,_,I-S...__

DESCRIPTION (CONTINUED):
the request must be submitted to the Office of Human Resources . The request for re-employment must include
justification that the employee's reemployment is in the best interest of the University and will not exceed either the
12 hour maximum academic year limit set by KRS regulation or the two (2) year maximum time limit prescribed by
this program.

B. All MSU employment procedural requirements will be met.
C. PRP part time employment will run for specified terms of up to two (2) consecutive years . An extension of a PRP that
was initially approved for a term of less than two consecutive years may be granted providing the extension is
considered in the best interest of the University, properly approved, and the initial term and the extension period do
not exceed a total of two consecutive years .
D. The specified teaching assignment for the PRP faculty member is understood to be determined by the Department
Chair based upon the main campus and regional campus scheduling and curriculum needs of the Department.
E. PRP salary will be 4.167% per credit hour of applicant' s base salary upon retirement. PRP faculty members are not
eligible for any salary increases during the term of the PRP.
F. The faculty member' s performance will be evaluated utilizing the same instrument used to evaluate regular full time
faculty .
G. Although the PRP is designed as a teaching activity, because of its higher salary component other appropriate faculty
duties as designated by the Chair and Dean may be assigned , including but not limited to certain responsibilities for
classroom performance, attendance, comm ittee activity and office hours.
H. PRP faculty may be required to relocate their offices if the Department Chair determines the reallocation of office
space will contribute to meeting the goals of that academic unit.
TIMETABLE:
Please note that the dates indicated below represent the latestpossible date but that the initial request must be made to
allow sufficient time for a decision and approval prior to tenn scheduling.
A. No later than February I for the fall semester and September 1 for the spring semester: Faculty members considering
the PRP should consult with their Department Chair, consult with the appropriate retirement agency, and talk with
MSU Office of Human Resources regarding benefits before submitting a request. Some benefits are restricted to full
time faculty members and some will be shifted from MSU to KTRS or other retirement providers. PRP application
format is a memo presented to the Chair and then routed through regular administrative channels. This memo should
outline the teaching load (not specific classes), nw11ber of years requested, and the schedule envisioned by the
applicant.
B. No later than February 15 for the fall semester and September 15 for the spring semester: Determination will be
completed by Department Chairs of matches between academic needs and applications. These reviews will include
assessments of faculty and must ensure that the quality of departmental teaching, advising, and services will not suffer
as a result of this PRP. The assessments should consider the impact of the PRP on the Department. Specifically, it
should address the impact of the PRP on :
a. The quality of teaching in the Department, including class size.
b. Percentage of courses taught by part-time faculty.
c. Committee assignments.
d. The percentage of facu lty on PRP.

DESCRIPTION (CONTINUED):
e. Advising loads.

f. Any special conditions such as space, computers, faculty travel , etc.
C. No later than February 28 for fall semester and September 30 for spring semester: The Chair's assessment will be
appended to the original PRP application and forwarded by the Chairs to the respective Deans, who shall review the
request in view of the needs of the colleges and the impact on the various departments. The Deans will then forward
the requests and their recommendations to the Provost.
D. No later than March 5 for fall semester and October 5 for spring semester: The Provost will consider the r~quests and
recommendations and forward the approved recommendations to the President.
(,
E. No later than March 31 for the fall semester and October 30 for spring semester: The President may consult with
appropriate administrators to determine how the recommendations will best serve the goals of the University,
programs, and students. Upon approval of the PRP by the President, the proper employment documentation may be
initiated by the hiring Department. All employment actions must be ratified by the Board of Regents .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 334.02
Title: Procedures for Phased Retirement Program (PRP)

Originator:

Director of Human Resources

Initial Adoption: 4/21/2008
Revision Dates: 12/1/2008
I.

II.

Purpose:

To establish general guidelines and procedures for phased
retirement transition assistance for faculty retiring by July 1,
2010, and wishing to continue teaching on a part time basis for
up to four (4) consecutive years. Part time employment must
be consistent with regulations promulgated by the Kentucky
Teachers Retirement System (KTRS). The PRP program will
provide an appropriate career transition for experienced
faculty and will assist academic planners as they more
effectively and efficiently reallocate resources to meet
university, program, and student objectives.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ .....X:- BOR policy, specify
MSU Personnel Policy PG-57, PAc-14, PAc-18 &
Kentucky Revised Statutes 161.220 through 161. 716
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Othe! , specify _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?): Eligible Faculty

Attach a description of the UAR.

(Description Attached)

UAR NUMBER: 334.02
TITLE: PROCEDURES FOR PHASED RETIREME T PROGRAM (PRP)
ORIGINATOR: Director of Human Resources
INITIAL ADOPTION: 4/21/2008
REVISION DATES: 12/1/08
PURPOSE: To establish general guidelines and procedures for phased retirement transition
assistance for faculty retiring by July 1, 2010 and wishing to continue teaching on a part time basis
for up to four (4) consecutive years. Part time employment must be consistent with regulations
promulgated by the Kentucky Teachers Retirement System (KTRS). The PRP program will provide
an appropriate career transition for experienced facu lty and wi ll assist academic planners as they
more effectively and efficiently reallocate resources to meet university, program, and student
objectives.

PROCEDURAL REFERENCE FOR: Morehead State University Personnel Policy PG-57, PAc14, PAc-18, and Kentucky Revised Statutes 161.220 Though 161.716

APPLICABILITY: Eligible Faculty
BACKGROUND:
A. Within certain limitations as set forth below, Kentucky Revised Statutes (KRS) allow retirees
under the Kentucky Teacher' s Retirement System (KTRS) to be reemployed in a part-time capacity
with the same organization from which they retired. This will also include faculty participants in the
Optional Retirement Plan (ORP) provided they meet eligibility standards.
B. This program is not an entitlement and does not carry automatic participation. Each applicant wi ll
be considered on merit, uni versity resources, enrollment & program demands, and the capability of
the individual to contribute to the needs of the department and the University.
C. The implementation of the PRP wi ll not result in additional funding of instructional staffing in
Academic Affairs.
D. The University will encourage faculty to retire by providing part time employment for teaching up
to 12 hours per academic year for a maximum of four (4) continuous years at their current per credit
hour salary.
E. Participation in this program will be reviewed annually, and may be shortened if specific program
or budgetary requirements dictate.
F. Certain other employee benefits such as tuition waiver for the employee and eligible dependent
children and paid membership in the MSU wellness center shall be extended for PRP participants for

the approved term of their participation in the program. All other standard part time employee
benefits will apply.
G. PRP faculty shall retain their academic rank.
H. PRP faculty shall retain all rights, protections, and responsibilities related to academic freedom as
defined in PAc-14.
I. PRP faculty shall retain eligibility to petition the Faculty Rights and Responsibilities Committee in

any situation in which the faculty member asserts a substantial injustice resulting from a violation of
academic freedom, professional ethics, procedural fairness, or due process according to PAc-18.

ELIGIBILITY REQUIREMENTS:
1. Faculty eligible to apply for PRP consideration must be eligible and elect to retire under any
approved institutional retirement system (i.e. KTRS or ORP) ( 27 years service or age 55 with at
least 5 years service).
2. Faculty must have tenured, full time status to be eligible to apply for PRP consideration.
3. Faculty must have provided ongoing evidence of quality in performance in teaching and any
other assignment areas.

PROCEDURAL REQUIREMENTS:
A. Morehead State University KTRS/ORP retirees wishing to be employed on a part time basis
following retirement through the PRP at MSU must make application to the Department to which
they are seeking re-employment. The request must be supported by the Dean and Provost and
approved by the President. After approval by the President, the request must be submitted to the
Office of Human Resources. The request for re-employment must include justification that the
employee's reemployment is in the best interest of the University and will not exceed either the
twelve hour maximum academic year limit set by KRS regulation or the four year maximum time
limit prescribed by this program.
B. All MSU employment procedural requirements will be met.
C. PRP part time employment will run for specified terms ofup to four (4) consecutive years. An

extension of a PRP that was initially approved for a term of less than four consecutive years may be
granted providing the extension is considered in the best interest of the university, properly approved,
and the initial term and the extension period do not exceed a total of four consecutive years.
D. The specified teaching assignment for the PRP faculty member is understood to be determined by
the Department Chair based upon the main campus and regional campus scheduling and curriculum
needs of the department.

E. PRP salary will be 4.167% per credit hour of applicant' s base salary upon retirement.
PRP faculty members are not eligible for any salary increases during the term of the PRP.
F. The faculty member' s performance will be evaluated utilizing the same instrument used to
evaluate regular full time faculty.
G. Although the PRP is designed as a teaching activity, because of its higher salary component, other
appropriate faculty duties as designated by the chair and dean may be assigned, including but not
limited to certain responsibilities for classroom performance, attendance, committee activity and
office hours.
H. PRP faculty may be required to relocate their offices if the Department Chair determines the
reallocation of office space will contribute to meeting the goals of that academic unit.

TIMETABLE:
Please note that the dates indicated below represent the latest possible date but that the initial
request must be made to allow sufficient time for a decision and approval prior to term
scheduling.
A. No later than February 1 for the fall semester and September 1 for the spring semester: Faculty
members considering the PRP should consult with their Department Chair, consults with the
appropriate retirement agency, and talks with MSU office of Human Resources regarding benefits
before submitting a request. Some benefits are restricted to full time faculty members and some will
be shifted from MSU to KTRS or other retirement providers. PRP application format is a memo
presented to the chair and then routed through regular administrative channels. This memo should
outline the teaching load (not specific classes), number of years requested, and the schedule
envisioned by the applicant.

B. No later than February 15 for the fall semester and September 15 for the spring semester:
Determination will be completed by Department Chairs of matches between academic needs and
applications. These reviews will include assessments of faculty and must ensure that the quality of
departmental teaching, advising, and services will not suffer as a result of this PRP. The assessments
should consider the impact of the PRP on the department. Specifically, it should address the impact
of the PRP on:
a. The quality of teaching in the department, including class size.
b. Percentage of courses taught by part-time faculty.
c. Committee assignments.
d. The percentage of faculty on PRP.
e. Advising loads.

f. Any special conditions such as space, computers, faculty travel, etc.

C. o later than February 28 for fall semester and September 30 for spring semester: The
Chair' s assessment will be appended to the original PRP application and forwarded by the Chairs to
the respective Deans, who shall review the request in view of the needs of the colleges and the
impact on the various departments. The Deans will then forward the requests and their
recommendations to the Provost.

D. No later than March 5 for fall semester and September 5 for spring semester: The Provost will
consider the requests and recommendations and forward the approved recommendations to the
President.
E. No later than March 31 for the fall semester and September 30 for spring semester : The President
may consult with appropriate administrators to determine how the recommendations will best serve
the goals of the university, programs, and students. Upon approval of the PRP by the President, the
proper employment documentation may be initiated by the hiring department. All employment
actions must be ratified by the Board of Regents.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 336.01
Title: Morehead State University Alcohol Use
Originator:

Provost and Vice President for Academic Affairs

Initial Adoption: 12/17/14

To define the use of alcoholic beverages on Morehead State
University property.

I.

Purpose:

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X UAR, specify Regulations/procedures of use of alcohol on MSU

Property
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Ill.

Scope (Who is covered by this UAR?):

This regulation is in effect for all persons, at all times, who are attending
classes , working , living , visiting, attending/participating in athletic events ,
programs , and all activities and programs on University owned , leased , or
controlled property and in campus owned , leased or rented vehicles .

Attach a description of the UAR.
Approved by:

(Description Attached)

UAR Number:

336.01

Title:

Morehead State University Alcohol Use

Originator:

CFONice President for Administration
Assistant Vice President for Auxiliary Services

Initial Adoption:
Revision Date:

TBD

Purpose:

Alcohol on Campus

Scope:

Thi s regulation is in effect for a ll persons, at a ll times, who are attending classes,
working, living, visiting, attendin g/partic ipating in athletic events, programs, and
a ll activities and programs on Uni ve rsity owned, leased, or contro ll ed property
and in campus owned, leased or rented vehic les. Th is includes Uni vers ity
property outs ide the main ca mpu s such as farm fac ilities, go lf courses, art
ga ll eries, parki ng lots, performance venues, and spo11ing venues, and functions
that are held in these facilities and venues. The possession, service, sale,.transfer
and consumption of alcoho li c beverages on Mo rehead State University property
is subject to Kentucky statute and Uni versity regulations deve loped in keeping
w ith this regu lati on . All members of the MSU community are expected to obey
these laws and regu lations. MSU desires to provide an environm ent fo r underage
students where alcoho l is not made available and alcohol education and
co un seli ng programs are promoted .

Procedures:

Consistent with the philosophy stated in the Scope Statement, the University
requires compliance with the fo ll owing:
A. Use of alco ho lic beverages on MSU property shall not violate state and local
laws, University regulations or procedures developed and approved by the
President to impleme nt this regu lation.
B. T he possession or cons umption of alcoho lic beverages on Un ivers ity
property or in any Un iversity building is strictly prohibited with the
exception of those locations and circumstances set forth in this
regulation and Appendix A.

Use in residence halls, offices and classrooms is strictly prohibited with
the exception of certain instructional use of alcoholic beverages in
preapproved classes/training.
C. Alcoho li c beverages may be served and consumed at official University
functions and approved non Uni vers ity functions only inside spec ific
reserved locati ons as the President might approve. Such service sha ll be in
co mpliance with this regulation and procedures approved by the President for
implementati on of thi s regul ation including and be consistent with the
fo ll owing provisions:

Applicability: The President has designated responsibility for the regulation of
the service and consumption of alcoholic beverages on the Morehead State
Uni versity cam pus to the CFO/Vice Pres ident for Adm inistration or des ignee.
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The regulation of the University app li es to all persons and entities in all
Un iversity owned and/or operated fac ilities.

Limitation: Common alcohol sources (i .e. kegs, beer balls, patty punches,
champagne fountains , etc.) are strictly prohibited unless tended by an app roved
and certified server. A ll alcoho l must be served as outlined below:
Licensing, Permit and Certification Requirements:
a.

Alcoho l may be served as a part of an event approved under the provisions of
this Regulation and may on ly be served by a licensed server.

b.

General:
No person attend in g the event wi ll be perm itted to bring hi s/her own
beverages. The sponsor must obtain or ensure that its caterer obta ins the
app licab le A lcoho l Beverage Contro l permits under Chapter 243 of the
Kentucky Revised Statutes and must submit a copy of such permit to the
CFON ice President for Admini stratio n or designee at least IO business days
prior to the event. In addition, the sponsor must obtain, or ensure that its
caterer obtains, evidence that the server has a current certificate of
completion from S.T.A .R. or TIPS and must submit a copy of such certificate
to the CFON ice President for Admi ni stration or designee at least 10 business
days prior to the event.

c.

Specific Requirements:
The fo ll owing permits are required for specific types of events as noted:

Event Type
Private event - no fee
charged
Private event - fee
charged
Public event - fee
charged
Pub lic event- no fee
charged
d.

Statutory Requirement
No li cense required
Caterer' s license (KRS 243.033)
or specia l temporary event issued
pursuant to ap plicable KRS
Caterer' s license (KRS 243.033)
or special temporary event issued
pursuant to app li cable KRS
Prohibited by KY statutes

MSU Requirement
S.T.A.R . or TrPS server
certification requ ired
S.T.A. R. or TIPS server
certification required
S.T.A.R. or TIPS server
certification required
Prohibited by MSU
regulation

Additional Precautions May Be Required: The University reserves the right
to requ ire additi onal precautions such as greater limitations inc ludi ng but not
limited to shortened time of service, or the use of security to assist in
ensuri ng co mpli ance w ith this regulation.

Sponsor Required : Every event at whi ch alcoho lic beverages will be served must have
a designated sponsor. T he sponsor may be either an individual of at least 21 years of age
or an organization or association . If the sponsor is an organizat ion or association, the
sponsor must designate an individual who is at least 21 years of age to assume
responsibi li ty on behalf of the sponsor ("Organizer/On-Site Contact"). Students and/or
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student organizations are prohibited from sponsori ng an event under this UAR. The
sponsor is responsib le for:
•

•

•

Ens urin g comp lian ce with the Morehead State University Alcohol Regulation
and all pertinent state and local laws governin g possession and consumption of
alcoho li c beverages.
Executing and submitting to the CFONice President for Administration or
designee a Request for Approva l to Serve Alcoholic Beverages at least 10
business days prior to the event. Approva l will be granted only if the CFONice
President for Administration or designee is satisfied that the requirements of this
regulation will be met.
A ny failure of its Organizer/On-Site Contact to ens ure comp liance with this
Regulation.

The University as Sponsor: No one may represent the Univers ity (or any of its
subsidiary departments and offices) as the sponsor of an event at which alcoholic
beverages are served without express written permission from the appropriate Vice
President. Students and/or student organizations are prohibited from sponsoring events
where alcohol will be served .
Places Where Alcohol May Be Served: Without the approval of the President for an
exception, alcohol may be served on ly in those faci lities identified in Appendix A . The
provision, possession, and consumption of alcoho l in all other campu s faci liti es are
prohibited with the exception of cetiain instructional use of alcoholi c beverages in
preapproved c lasses/training.
Sale of Alcohol Prohibited: The sale of alcoholic beverages is prohibited at any event
on campus except as permitted pursuant to a lawfu lly issued li cense in accordance w ith
the provisions of Kentucky Revised Statutes 243.033 (governing caterers) or Kentucky
Revised Statutes 243.260 (governing special temporary licenses) and the regulations
issued pursuant thereto.
Service of Alcohol to Minors Prohibited: Consumpti on of alcoholic beverages is
limited to persons 21 yea rs of age or o lder. No one under the age of 21 shall be served
alcoholic beverages. If any person under the age of 2 1 has been so li cited or invited to
attend, ALL attendees MUST be carded A D colored and c lear drink cups must be used
to distinguish between alcoholic and non-alcoholic beverages except in certain
circu msta nces where appropr iate fo rmal stem-wear is used .
Food and Non-alcoholic Beverages Must be Made Available: Alternative nonalcoholic beverages and food must be provided at any event at w hich alcoholic beverages
are served.
Event Advertising and Promotion: Promotions and advertisements for events sha ll not
be permitted to indicate that alcoho l w ill be served or consumed.
Alcohol Must Remain In Designated Space: Alcoholic beverages may not be carried
or consumed outside rooms or areas designated and approved for specific events.
Intoxicated Persons May Not Be Served: Intoxicated persons shall not be served or
permitted to consume a lcoho lic beverages on the premises.
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Time of Service Limited: Alcoho li c beverage service will be Iim ited to a total of not
more than five (5) hours at an approved event. In addition, the service of alcohol will
conclude one hour prior to the sched ul ed conclusion of the event.
Involvement of Facilities Coordinator: Persons or organizations w ishing to use one of
the designated facilities under this regulation must consult with the facility manager of
such facility for additional instructions or information prior to submitting to the
CFONice President for Administration or designee a Request to Serve Alcoholic
Beverages.
Approval Process: Any person or organization wishing to sponsor an event on campus
under the provisions of this Regulation must com plete a Request for Approval to Serve
Alcoholic Beverages which may be obtained from the Office of the CFONice President
for Administration or designee, the Office of the Assistant Vice President for Auxiliary
Services or on line as an attachment to this Regulation. Any spo nsor from outside the
University is required to make all arrangements under this Regulation through the Office
of Conference Services. Sponsors from within the University must obtain the approval
of the appropriate Vice President prior to submission of the form .
Tailgating: Tailgating has become a popular adjunct to athletic event attendance and is
permitted at Morehead State University in specifically designated areas . Persons
planning to tailgate do not have to obtain prior ap prova l or secure the services of a
li censed provider. Please review the University's Tailgating Regulation on the
Department of Athletics Website.
Definitions:
ABC Permit: Permit issued by the Commonwealth of Kentucky providing authorization
to serve alcoholic beverages, pursuant to Chapter 243 of the Kentucky Revised Statutes .
Alcohol or Alcoholic Beverage: Beer, wine (inc luding champagne) or distilled spirits.
DESIGNATED SPACE(S): Specified campus venue area(s) within which alcohol may
be sold , served, and/or consumed . See Appendix A.
EVENT: All activities associated with a particular production, performance, conference,
etc. on the campus of Morehead State University that may include both Public Events and
Private Events.
FEE: Refers to any admission, donation and/or any monies paid by attendees to
participate in an event.
LICENSED SERVER: An indi vidual who has received certification through an
educational program designed for individuals who serve and se ll a lcoholic beverages.
S.T.A.R. and TIPS certifications are currently acceptab le programs; certifications from
other programs may be deemed acceptable after review by CFONice President for
Administration or designee.
ORGA IZER/O -STE CO TACT: Individual, group or organization responsible for
organ iz in g, coordinating and commun icating all conference and event logistics with the
Office of Conference Services . For University-sponsored events, the Organizer/OnPage 4 of 6

site Contact must be a MSU employee. For non-University-sponsored events, the
Organizer/On-site Contact must be an external individual. Organi zer/On-site Contact
must be present at the event. At times, th e Organizer/On-s ite contact and Sponsor are the
same individua l, group or organi zati on.
PRIVATE EVE T: An event that may be attend ed by inv itati on only and is not
adverti sed to the genera l pub lic.
PUBLIC EVENT: An event open to the public and anyone is allowed to attend.
SERVER TRAINING IN ALCOHOL REGU LATIO S (S.T.A.R.): A vo luntary
educationa l cert ificat ion program offered by the Commonwealth of Kentucky fo r the
pu rpose of educatin g indi vidua ls who se ll and serve a lcoho li c beverages in Kentucky.
Tra inin g is not mandated by th e Common wea lth.
SERVING STATION: A permanent or sem i-permanent location w ithi n a Des ignated
Space fro m whi ch alcoho lic beverages are so ld and/or served.
SPONSOR: [ndiv idua l, gro up or organi zation (may be intern al or external) who is
ul ti mately responsible fo r the conference or event, inc lud ing fi nanc ial and lega l
obligations for using campus faci lities and/or other services and resources. At times, the
Organi zer/O n-site Contact and Sponsor are th e same indi vi du al, group or organi zation .
TRAINING FOR INTERVENTION PROCEDURES (TIPS): A vo luntary
educationa l certification program designed to ed ucate peop le who se ll and serve alcoholic
beverages th ro ugh on- li ne an d in perso n tra in ing.
Violations of the Regulation:
Any person or organi zati on that vio lates thi s Regul ati on in th e sponsoring of an event on
cam pus where alcoho lic beverages are served may be barred by the U niversity from the
sponsors hip of further events on ca mpu s. T he University reserves the right, in its so le
d iscreti on, to term inate the service of al co ho l at any event on University property.
Interpreting Authority:

CFON ice Pres ident fo r Admini strati on

Statutory or R egulatory References:

Kentucky Rev ised Statutes Chapters 241 -244
Kentucky Rev ised Statute 243.033 (governin g caterers)
Kentucky Revised Statute 243 .260 (governi ng spec ia l tem porary li cense)
Relevant Links:

Appendi x A
Req uest fo r Approva l Form
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Morehead State University
Consumption and Serving of Alcoholic Beverages on Campus
Appendix A

Academic Athl etic Center
Eagles Nest
Len M iller Room

Adron Doran Univers ity Center

Button Drill Room

Breckinridge Hal l

Center for Hea lth, Education and Research

Claypool-Young Art Ga llery

Eagle Rally Tail gate Zone

Eagle Trace Go lf Co urse

Jayne Stadium

Kentucky Center for Traditi onal M usic (KCTM)

Kentucky Folk Art Center (KF AC)

Smith-Booth Hall
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 337.01
Title: Sexual Misconduct

Originator:

General Counsel and Human Resources

Initial Adoption: June 22, 2015
Revision Dates:
I.

II.

Purpose: Provide sexual misconduct and harassment regulations for campus
including procedures for hearing and appeals.

Procedural Reference for:
__
__
__
__

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

XX
Other, specify
Title VII, as well as Title IX and related laws
including the Jeanne Clery Act (Clery Act), the Violence Against Women
Reauthorization Act (VAWA) including the Campus Sexual Violence Elimination Act
(SaVE Act)
Ill.

Scope (Who is covered by this UAR?): All students, faculty, and staff.

Attach a description of the UAR.

(Description Attached)

Approved by:

Wayn1!~P
P=

~

1

Date

UAR NUMBER

337

TITLE : Sexual Misconduct
ORIGINATORS : General Counsel and Human Resources
INITIAL ADOPTION : June 22 , 2015
REVISION :
PURPOSE : Provide sexual misconduct and harassment regulations for campus including
procedures for hearing and appeals .
PROCEDURAL REFERENCES FOR: Title VII, as well as Title IX and related laws
including the Jeanne Clery Act (Clery Act) , the Violence Against Women Reauthorization Act
(VAWA ) including the Campus Sexual Violence Elimination Act (SaVE Act)
SCOPE : All students , faculty , and staff
DESCRIPTION : Morehead State University is committed to complying with state law, Title
VII, as well as Title IX and rela ted laws including the Jeanne Clery Act (Clery Act) and the
Campus Sexual Violence Elimination Act (SaVE Act ). Th is University Administrative
Regulation (U AR) is adopted to prevent, investigate and respond to incidents of sexual
misconduct, including sexual harassment, sexual assau lt, domestic violence, dating
violence, and stalking. These guidelines apply to all members of the University community.
The University wi ll respond promptly and effectively to reports of sexual misconduct, and
wil l take appropriate action to prevent, to correct, and when necessary, to discipline
behavior that vio lates this UAR on Sexua l Misconduct.
APPLICATION:

This UAR applies to all employees and students of the University, including volunteers,
guests and subcontractors of the University .
Morehead State Un iversity is committed to creating and maintaining a community where all
individuals who participate in University programs and activities can work and learn
together in an atmosphere free of harassment, exploitation, or intimidation. Morehead State
University will not to lerate sexual misconduct as defined in this UAR, in any form . Such acts
of violence are prohibited by University rules, as we ll as state and federal laws . Individuals
who the University determines more likely than not engaged in these types of behaviors are
subject to penalties up to and including dismissal or separation from Morehead State
University, regardless of whether they are also facing criminal or civil charges in a court of
law.
Nothing contained herein shall be construed to supplant or modify existing laws of the
Commonwealth of Kentucky and the United States . Th is UAR shall not be used to remedy
acts which are crimes under the laws of the Commonwealth of Kentucky or the United
States .

DEFINITIONS:
A.

MSU DEFINITIONS

MSU prohibits gender discrimination . Sexual misconduct is a form of gender
discrimination. Different forms of sexual misconduct are explained in this UAR. The
determination of what constitutes sexual misconduct will vary with the facts and
circumstances of each case .
Sexual Harassment can take one of two forms. The first form involves unwelcome
verbal, electronic, physical and/or visual conduct based on sex, which both (1)
unreasonably interferes with a person's work or educational performance, and (2 ) creates
an environment that both a reasonable person and the specific person being harassed would
find intimidating, hostile or offensive. This form may come from a supervisor. one's
educator or from any other person at the institution . The second form involves either (1)
submission to unwelcome advances of a supervisor or educator as an express or implied
cond ition of receiving work or educational benefits, or (2 ) a tangible work or educational
detriment resulting from a person 's failure or refusal to submit to sexual demands of a
supervisor or educator. Examples of sexual harassment include (but are not limited to ):

Unwe lcome sexual flirtation or adva nces;
Offering employment, promotions, grades or other benefits in excha nge for
sexual favors ;
Making or threatening reprisals for refusing sexual advances ;
Unwe lcome visual and/or electronic condu ct such as leering ; making sexual
gestures ; displaying sexually suggestive objects or pictures, cartoons or
posters; and suggestive or obscene letters, notes or invitations ;
Unwelcome verbal or electronic con duct such as derogatory comme nts;
epithets; slurs; sexual inn uendo ; sexual jokes; graphic verbal comme nta ries
about a person's body; and sexual ly degrading words used to describe a
person;
Unwelcome physical conduct such as un warranted. suggestive or offensive
touching ; and impeding or blocking movement.
Sexual Assault refers to any sexual act directed against another person, forcibly
and/or against the person 's will; or not forcibly or against the person 's will where the
survivor is incapable of giving consent, as well as incest or statutory rape . Examples of
sexua l assault for MSU pur poses include but are not limited to

Intentional touching of another person's intimate parts without that person 's
consent;
Other intentional sex ua l contact with another person without that person 's
co nsent;

,,

,,

Coercing, forcing or attempting to coerce or force a person to touch another
person 's intimate parts without that person 's consent; or
Rape, which is penetration, no matter how sl ight, of {1) the vagina or anus of
a person by any body part of anothe r person or by an object, or (2) t he
mouth of a person by a sex organ of another person, without that person 's
consent.
Domestic Violen ce includes felony or misdemeanor crimes of violence com mitted

by :
A current or former spouse or intimate partner of the survivor;
A person wit h whom the survivor shares a child in common;
A person who is or was residing in the same household as the survivor; or
Any person against someone who is protected from that person 's acts under
the domestic or family vio lence laws of the jurisdiction .
Dating Violence refers to violence committed by a person who is or has been in a
socia l relationsh ip of a romantic or intimate nature wit h the survivor.
Stalking occurs when someone engages in a course of conduct directed at a specific
person that wou ld cause a reasonab le person to fear for his or her safety or the safety of
others, or suffer substantial emotional distress .
Sex ua l exploita t ion occurs when someone takes sexual advantage of another
person for the benefit of anyone other than that person without that person 's consent.
Examples of behavior that could rise to the level of sexual exploitation for purposes of this
policy include but are not necessarily limited to

Prostituting another person ;
Recording images (e.g., video, photographs) or audio of another person's
sexual activity, intimate body parts or nakedness without that person 's
consent;
Distributing images (e.g ., video, photographs) or audio of another person 's
sexual activity, intimate body parts or nakedness if the person distributing the
images or audio knows or should have known that the person depicted in the
images or audio did not consent to such disclosure and objects to such
disclosure ; and
Viewing another person's sexual activity, intimate body parts or nakedness in
a place where that person would have a reasonable expectation of privacy,
without that person's consent, and for the purpose of arousing or gratifying
sexual desire .
Unwelcome conduct does not have to include intent to ha r m, be directed at a
specific target or involve repeated incidents, and ca n involve persons of the same or
opposite sex. Participation in conduct or the failure to complain does not always mean the

conduct was welcome. The fact that a person has welcomed some conduct does not
necessarily mean a person we lcome d othe r co nd uct. Simi larly, t he fact that a pers on may
have invited, requested or otherwise consented to conduct on one occasion does not
necessarily mean the conduct is we lcome on a later occasion.
Consent as used in this UAR is defined as fol lows :

Co nsent is informed . Consent is an affirmative, knowing, unambig uous, and
conscious decision by each participant to engage in mutually agreed- upon
sex ual activity .
Consent is voluntary . It must be given without coercion, force, threats, or
intim ida t ion. Consent m ea ns posit ive cooperation in t he act or expression of
intent to engage in the act pursuant to an exercise of free will. Even t hough
consent does not necessarily need to be verbal, relying purely on non-verba l
co m mu nication can lea d to misu nderst andings. So, a spoken ag ree ment is th e
most clearly indicated form of consent. It may not, in any way, be inferred
from silence, passivity, lack of resista nce or lack of an active response alone.
Ass uming that consen t was given by t he absence of a "no" is wrong.
Consent is revocable. Consent to some form of sexua l activ ity does not
imp ly consent to other forms of sexua l activity . Consent to sexual act ivity on
one occasion is not consent to engage in sexual activity on another occasion.
A cu rrent or previous dat ing or sexua l relatio nship, by it se lf, is not sufficient
to constitute consen t . Even in the con text of a relationship, there must be
mutual consent to engage in sexual activity . Consent must be ongoing
througho ut a sexua l encou nter an d ca n be revoked at any time . Once co nsent
is withdrawn, the sexual activity must stop immediately .
Consent cannot be given when a perso n is incapacitated. A perso n can not
consent if he/she is unconscious or coming in and out of consciousness. A
person cannot conse nt if he/she is under the threat of violence, bodi ly inju ry
or ot her forms of coe rcion . A person ca nnot conse nt if his/her understandi ng
of the act is affected by a physical or mental impairment. Consent must be
given wit h rational and reasona bl e judgment, so if t he survivor was ph ysica lly
incapacitated from the consumption of alcohol or drugs, unconsciousness, or
any other kind of inability, consent cannot be obtai ned.
B.

CRIMINAL DEFINITIONS

Section 304 of the Vio lence Against Women Reauthorization Act (VAWA), known as
the SaVE Act provision, obligates MSU 's policy to include the definitions used by Kentucky 's
penal code (K RS Chapters 500 to 534) for " domestic violence," " dati ng violence ," " sexua l
assault, " " stalking, " and " consent" with respect to sexual offenses . Ken t ucky's pena l code
does not define domestic violence or dating violence, although other crimes may apply to
those circumstances . Kentucky 's pe nal code defi nes sexual abuse in lieu of sexua l assau lt,
sta lking, and lack of consent, which are set forth below. Please note t hat the Kentucky penal
code definitions are for your information only as req uired by federal law . For purposes of
appl ying t his UAR, the defin itions in Part A wi ll govern .
510. 110 Sexual abuse in the first degree

(1) A person is gui lty of sexual abuse in the first degree when:

,,

(a) He or she subjects another person to sexual contact by forcible compulsi on ; or
(b) He or she subjects another person to sexual contact who is incapable of consent
because he or she :
1. Is physically helpless;
2. Is less than twelve (12) years old; or
3. Is me ntally incapacitated; or
(c) Being twenty-one (21) years old or more, he or she :
1. Subjects another person who is less than sixteen (16) years old to se xua l
contact;
2. Engages in masturbation in the presence of another person who is less
than sixteen (1 6) years old and knows or has reason to know the other
person is present; or
3. Engages in masturbation while using the Internet, telephone, or other
electronic communication device while communicating with a minor who the
person knows is less than sixteen (16) years old, and the minor can see or
hear the person masturbate; or
(d) Being a person in a position of authority or position of special trust, as defined in
KRS 532.045, he or she, regardless of his or her age, subjects a minor who is less
than eighteen (18) years old, with whom he or she comes into contact as a resu lt of
that position, to sexual contact or engages in masturbation in t he presence of the
minor and knows or has reason to know the minor is present or engages in
masturbation while using the Internet, te lephone, or other electronic commu ni cation
device while communicati ng with a minor who th e person knows is less than si xteen
(16) years old, and the minor can see or hear the person masturbate .
510.120 Sexual abuse in the second degree

(1) A person is guilty of sexual abuse in the second degree when:
(a) He or she subjects another person to sexual contact who is incapable of consent
because he or she is an individual with an intellectual disa bil ity;
( b) He or she is at least eighteen (18) years old but less than twenty-one (2 1) years
old and subjects another person who is less than sixteen ( 16) years old to sexual
contact; or
(c) Being a jailer, or an employee, contractor, vendor, or volunteer of the
Department of Corrections, Department of Juvenile Justice, or a detention facility as
defined in KRS 520 .010, or of an entity unde r contract with either department or a
detention fa ci lity for the custo dy, supervision, eval uatio n, or treatme nt of offenders,
he or she subjects a perso n who is at least eighteen (18) years old and who he or
she knows is incarcerated, supervised, evaluated, or treated by the Department of
Correctio ns, Department of Juvenile Justice, detention faci lity, or contractin g entity,
to sexual contact.
(2) In any prosecution under subsection (l)(b) of this section, it is a defense that :
(a) The other person 's lack of consent was due solely to incapacity to consent by
reason of being less than sixteen (16) years old ; and
(b) The other person was at least fourteen ( 14) years old; and
(c) The actor was less than five (5) years older than the other person .
510.130 Sexual abuse in the third degree

(1) A person is guilty of sexual abuse in the third degree when he or she subjects another
person to sexua l contact without t he latt er's co nsent.
(2) In any prosecution under this section, it is a defense that:

(a ) The other person's lack of consent was due solely to incapacity to consent by
reason of being less than sixt een ( 16) yea rs old; an d
( b) The other person was at least fourteen (14) years old; and
(c) The actor was less th an ei ghteen (18 ) yea rs old.
508. 130 Definitions for KRS 508.130 to 508.150
As used in KRS 508 . 130 to 508 . 150, unless the context requires otherwise :

( 1)

(a) To " stalk" means to engage in an intentional course of conduct :
1. Directed at a speci fi c person or pers on s;
2. Wh ich seriously alarms , annoys, intimidates , or harasses the person or
persons; and
3 . Which serv es no legitimate purpose .
(b) The co urse of con duct shal l be that which woul d cause a reasonab le person to
suffer substantial mental dist ress .
(2 ) " Course of co nduct" mea ns a pattern of co nduct composed of two (2 ) or more acts,
evid encing a continuity of purpose. One ( 1) or more of these acts may include the use of
any equ ipment, instrument, machine, or other device by wh ich com mun icatio n or
information is transm itted, including computers, the Internet or other electronic network,
cameras or other recording devices, telep hones or oth er persona l com munica t ions devices ,
scanners or other copying devices, and any device that enables the use of a transm itting
device. Constitutional ly protect ed activity is not incl uded with in the mea ning of " cou rse of
conduct." If the defenda nt claims that he was engaged in constitutionally protected activity,
t he court shall determine the vali dity of that cla im as a matter of law and, if foun d va lid,
shall exclude that activity from evidence .
( 3 ) " Protect ive order" means :
(a) An emergency protective order or domestic violence ord er issued under KRS
403.715 t o 403 .785 ;
( b) A foreign protecti ve order, as defined in KRS 403 .7521 ( 1) ;
(c) An order issued under KRS 431.064;
(d) A restra ining order issued in accordance with KRS 508 . 155; and
(e) Any condit ion of a bond , con ditional release, pro bation, parole, or pretria l
dive rsion order designed to protect t he victim from the offende r .
508.140 Stalking in the fi rst degree

( 1) A person is gu ilty of stalking in the first degree,
(a) When he intentiona lly:
1. Stalks another person ; and
2. Makes an explicit or implicit t hreat with the intent to place that person in
reasonabl e fear of:
a. Se xual co ntact as defi ned in KRS 510 .010;
b. Serious physical inj ury ; or
c. Death; an d
( b)
1. A protective order has been issued by the court to protect the same victim
or victims and the defendant has been served with the summons or order or
has been given actual notice ; or
2. A criminal compla in t is currently pending with a court, law enforcement
agency, or prosecutor by the same victim or victims and the defendant has
been served with a summons or warrant or has been given actua l notice; or
3. The defendant has been convicted of or pied gui lt y with in the previous five
(5) years to a felony or to a Class A misdemeanor agai nst the same victim or
victims ; or

4. The act or acts were committed whi le the defendant had a deadly weapon
on or about his perso n.
508. 150 Stalking in th e second degree

(1) A person is guilty of stalking in the second degree when he intentionally :
(a) Stalks another person; and
(b) Makes an explicit or implicit threat with the intent to place that person in
reasonab le fear of:
1. Sexual contact as defined in KRS 510.010;
2. Physical injury; or
3. Death.
510.020 Lack of consent

(1) Whether or not specifically stat ed, it is an element of every offe nse defined in th is
chapter that the sexual act was committed without consent of the victim.
(2) Lack of consent results from :
(a) Forcible compulsion;
(b) Incapacity to consent; or
(c) If the offense charged is sexual abuse, any circumstances in addition to forcible
compulsion or incapacity to consent in which the victim does not expressly or
impliedly acquiesce in the actor's conduct.
(3) A person is deemed incapable of consent when he or she is:
(a) Less than sixteen (16) years old;
( b) An individual with an intellectual disability or an individual that suffers from a
mental illness;
(c) Mentally incapacitated;
(d) Physically helpless; or
(e) Under the care or custo dy of a state or local agency pursuant to court order and
the actor is employed by or working on beha lf of the state or local agency .
(4) The provisions of subsection (3)(e) of this section shall not ap pl y to persons who are
lawfully married to each other and no court order is in effect prohibiting contact between the
parties .
TITLE I X COORDINATOR

MSU's Title IX Coordinator and Deputy Coordinators play the main ro le in carrying
out MSU 's commitment to provide a positive learning, teaching and working environment for
the entire MSU community . By providing training on preventing sexua l misconduct and
retaliation, the Title IX Coordinator and Deputy Coordinators strive to maintain a safe
campus and provide a good MSU experience for all.
The responsibilities and functions of the Title IX Coordinator and Deputy Coordinators
are set out in this UAR, but in general, t he Title IX Coordinator and Deputy Coordinators
receive and oversee MSU's response to reports and complaints that involve possible gender
discrimination, including sexual misconduct, to monitor outcomes, identify and address
patterns, and assess effects on the campus climate so MSU can address issues that affect
the wider MSU commun ity.
More specifically, the Title IX Coordinator and Deputy Coordinators monitor
comp liance with the reporting, comp laint, investigati on, hearing and appeals processes

outlined in this UAR . Upon a finding of proh ibited se xual misconduct, the Title I X
Coordinator and Deputy Coordinators determine whether campus- wide remedies are needed
in response , including but not limited to revision of policies and UARS ; increased
mon itoring , supervision or security ; and increased education and prevention efforts. The
Title I X Coordinator and Deputy Coord inators also review sanctions issued under this policy
to ensure that they, along with any interim measures and long-term measures taken, are
reasonably calculated to stop the se xual misconduct and prevent its re- occurrence.
The name, office and contact information for MSU's Title IX Coord inator and Deputy
Coordinators are :
Title IX Coordinator for MSU :
Human Resources Director.
Deputy Coordinators :
As appointed by the President and identified
in the Appendi x

If any person has a question, compla int or concern he/ she believes is covered by
these pol icies and procedures or some other aspect of Title I X, ~
should contact either
h Title I X Coordinator or one of the Deputy Coordinators . Reports of sexual misconduct
can also be made to " Responsible Employees" as described in this policy.
REPORTI NG:

MSU strong ly encourages persons who have experienced sexual misconduct, or
knows of someone who has experienced sexual misconduct, to report the incident to MSU
per this UAR. In case of a n emergency or ongoing t h rea t, a survivo r should get to a
sa f e location and call 911 o r 606 - 783-2035. Calling 911 will put th e call er in touch
with local police . Calling 606· 783 - 2035 will put the caller in touch with university police .
A.

Res ponsibl e Employe e s

In addition to the Title I X Coordinator and Deputy Coordinators, MSU considers
certain people to be " Responsible Employees" which means they are MSU employees who
are required to report alleged sexua l misconduct to the Title I X Coordinator or a De puty
Coordinator. Victims are encouraged to speak with a Responsible Employee to make
reports of sexual misconduct. The following persons are " Responsible Employees" under
this policy: MSU 's Title I X Coordinator, MSU 's Deputy Title IX Coordinators, the President of
MSU, members of the President's Cabinet, General Counsel , fulltime President's Office staff,
fulltime Provost's Office staff, all Vice Presidents ' offices staff, Academic Deans and Chairs,
Faculty, Dean of Students, Director of Student Activities, Inclusion & Leadership
Development and staff, Coordinator of Student Organizations Leadership Development and
Greek Life and staff, Coordinator of Student Activities Programming & Student Engagement
and staff, Coordinator of Student Leadersh ip & Advocacy and staff, the Director and
Assistant Director of Housing & Residence Education and staff, al l residence hall personnel
including student staff members, all administrators and staff of the Craft Academy, all
advisors to students, all university advisors to student organ izations, all academic staff in
student support programs, the Ath letic Director, Ass istant Athletic Directors, Athletic
Trainers, all Athletic Coaches, Human Resources Staff, Disabil ity Services Coordinator,
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International Student Services Director and staff, Career Services staff, and all Campus
Police personnel.
Any member of the MSU commu nity can file a report with the Title IX Coord inator,
Deputy Coordinators or Responsib le Employees . If a survivor shares an incident of sexual
misconduct with a Responsible Employee, he or she needs to know that it is the Respons ible
Employee 's obligation to notify the Title IX Coordinator or Deputy Coordinator of the
incident immediately.
B.

Reporting Timefr ame

Any person may file a comp laint of sexual misconduct at any time. Early reporting is
encouraged to preserve evidence and provide the survivor with information regardi ng rights,
options and resources available under th is UAR and federal/state laws.
The Title IX Coord inator or Deputy Coordinator will provide survivors of sex ual
misconduct with information about available support services and resources, and also assist
survivors in notifying law enforcement, including the local police, if a survivor elects to do
so. Survivors are not required to report to area law enforcement in order to
receive assistance from or pursue options within MSU. Reporting sexual misconduct
to the police does not commit the survivor to further lega l action. However, th e ea rl ier an
incident is reported, the easier it will be for the police to investigate if the survivor decides
to proceed with criminal charges .
C.

Repo rting Options

This section addresses options for reporting sexual misconduct. MSU may
investigate sex ual misconduct even without a forma l complaint whenever it is known or
there is reasonable cause to believe that se xual misconduct in violatio n of this UAR has
occurred.
1.
Official Report: Persons are strongly encouraged to make an official report of
any incident of sexual misconduct t o the Title IX Coordinator or a De puty Coordinator
regardless of whether the incident occurred on or off campus. Officia l reports can be made
directly to the Title IX Coordinator or a Deputy Coordinator through a written statement or
an appointment. Official reporting initiates a course of immediate act ion . I n cases whe re a
complainant states he/she does not want to pursue a formal complaint, the ability of MSU to
investigate may be limited . Even if a complainant does not want to pursue an investiga t ion,
under some circ umstances the Title IX Coord inator or Deputy Coordi nat or may have a legal
obligation to investigate a complaint, such as when there is a risk to t he campus comm unity
if the accused remains on campus . When determining whether to go forward with an
investigation, t he Tit le IX Coordinator or Deputy Co ordinator may co nsider factors such as
the seriousness of the allegation , t he age of the complainant, whether there have been
other complaints or reports against the accused, an d t he rights of th e accused to receive
information about the complainan t and the allegations if a hearing and possible sanctio ns
may result from the investigation.

If a person decides to make an official report, a detailed (written, typed , emai led, or
handwritten) statement of the alleged incident(s) should be submitted to the Title I X
Coordinator or Deputy Coordinator . This formal statement sho uld be signed and dated. The
statement should be as specific as possible ; including dates, times, locations, a description

of the alleged misconduct and the name(s) of the accused person(s). It should furthe r
prov ide a list of any person(s) who may have information that wo uld be helpful to the
investigation and review . The Title IX Coordinator or Deputy Coordinator will promptly
investigate all formal reports.
2.
Con fiden tial Disclosure :
Despite MSU's strong interest in having persons
report complaints of sexual misconduct, it is understood that not everyone is prepared to
make an official report to MSU. Help may be sought from certain resources that are not
required to revea l private, persona ll y identifiable information unless there is cause for fear
for the survivor's safety or the safety of others. If a person desires that details of the
incident be kept confidential, contact should be made with counse lors or other providers
who can maintain confidentiality, such as MSU Counseling and Health Services and th e
Sexual Assault Response Team (S ART) . Such professionals genera ll y are not lega ll y
required to report personally identifiable information given in confidence unless given
permission . If the survivor chooses not to pursue a judicia l process option (e.g., criminal
charges), generally no further action will be taken unless the professional who rece ives the
concern believes there is an imminent threat to the survivo r or others. Persons who
disclose incidents of sexual misconduct to counselors, clergy or other providers who can
legally maintain confidentiality should discuss whether to have that co unselor, advocate or
provider report the misconduct to MSU and request interim measures required by Title IX,
or request discretionary support measures from MSU without reporting the nature of the
conduct.
3.
Requests via a Cou nselor. Clergy or other Provider: A survivor may have
his/her counselor, clergy or other provider who can legally maintain confidentiality requ est
interim measures from MSU on the survivor's beha lf . The request may trigger MSU's
obligation to investigate . To the extent a counselor, clergy or other provider makes a
disclosure but, consistent with the survivor's wishes, asks MSU not to investigate or
otherwise notify the accused of the report, the Title I X Coordinator or Deputy Coordinators
will consider whether he/she can honor the request while still providing a safe and
nondiscriminatory environment for all students, facu lty and staff, and to take interim
measures to protect the survivor as needed.
D.

Confidentiality

Reports and personal information will be kept as confidential as possible to the
extent the law allows and to the extent confidentiality is consistent with MSU's need to
protect the safety of the MSU community . Complete confidentiality cannot be promised as
MSU will need to thoroughly investigate the case and may need to share some information
with relevant administrators of MSU in order to further protect and prevent incidents .
Reports to law enforcement may be shared with MSU 's Title IX Coordi nator or Deputy
Coordinators . MSU may be required by law to publish non-identifying information in
campus crime statistics.
All MSU employees (w ith the exception of those who may be bound by confidentiality
laws or privileges such as cou nselors ) must share all reports of sexua l misco nduct with the
Title IX Coordinator or a Deputy Coordinator so the matter may be investigated and a
determination made whether steps are needed to ensure the safety of the MSU co mmun ity.

It is the survivor's choice as to whether he/she participates in an investigation;
however, MSU may proceed with an investigation without the survivor's participation.
E.

Drug and Alcohol Amnesty

MSU offers amnesty (immu nity) to students who may have vio lated MSU 's policies
concerning the use of drugs and/or alcohol at the time of the incident when he/she became
a survivor of, or witnessed, sexual misconduct. Therefore, no MSU alcohol or drug charges
are applied to a student who reports that he or she was under the influence of alcohol
and/or drugs at the time of a sexual misconduct incident.
The purpose of this section is to encourage reporting. Survivors or bystanders
(witnesses) should not let their use of alcohol or drugs deter them from reporting an
incident. When conducting the investigation, MSU's primary focus will be addressing the
sexual misconduct violation and not alcohol/drug use violations that may be discovered or
disclosed. However, MSU may provide referrals to counseling and may require educational
options on drugs and alcohol, rather than disciplinary sanctions, in such cases.

BYSTANDER INTERVENTION
MSU strongly encourages bystanders to " step up" on behalf of another person 's
wellbeing and safety . The reporting options listed in this policy are available for bystanders
as well. There are also safe and positive options for bystanders who intervene during an
incident in order to prevent harm when there is a risk or act of vio lence. All persons should:

Be aware of their surroundings, trust their instincts, assume personal
responsibility and take verba l or physical action. Persons should not assume that
someone else will help.
Assess the situation . Decide the safest response for all involved . Gauge
whether the situation requires ca lling authorities. When deciding to intervene,
personal safety should be the # 1 priority . When in doubt, call for help. Other
possible people to contact for ass ista nce in helping are faculty, staff, supervisors,
counselors, etc.

Decide whether to use direct or indirect action to resolve the problem. For
example:
• Direct Actions: Point out someone 's behavior in a manner that will help de·
escalate the situatio n; talk to a friend to ensure he/she is okay; cal l the
police .
• Indirect Action : Make up an excuse to help someone get away from a
potential offender and call the local authorities.

Intervene - with reinforcements. If it is determined that it is safe to intervene,
bystanders are likely to have a greater influence on the parties involved when they
work together with one or more other persons. Safety is increased when bystanders
stay with a group of friends they know well.

•

Intervene in a compassionate, non-threatening manner.

• Be aware of available resources for assisting persons on campus and in the
community.
• Encourage victims to seek assistance and offer them resources for
assistance.

Remember 911 is often the best way to intervene if there is a
question of safety for anyone .

WRITTEN NOTICE OF RIGHTS AND OPTIONS

Any person who reports an incident of sexua l misconduct, regardless of whether t he
incident occurred on or off campus, shall receive a written explanation of his/her rights and
options as provided under this UAR. These rights and options include the right(s) of a
survivor to
File a domestic abuse or da ting violence complaint in court requesting an order
restrain ing the attacker from further abusing, and/or an order directing th e
attacker to leave the victim's household, build ing, school (including MSU) or
workplace.
Seek a criminal complaint for threats, assault and battery, or other related
offenses.
Seek medical treatment (the police will arrange transportation for the victim to
be transported to on campus medical facilities or the nearest hospital or
otherwise assist the victim in obtaining medica l treatment if the victim desires ) .
Thoug h victims have choices of hospital facilities, primary care providers and
comm un ity mental hea lth, students are able to receive holistic services including
forensic examinations and re la ted health care, file a police report, receive
advocate services, crisis and continued counseling and refe rrals al l on ca mpus .
MSU's Sexua l Assault Response Team (SART) oversees and coordinates services
and is available at 606 -776-0076.
Request the police remain at the scene until the victim's safety is otherwise
ensured.
Request that a police officer assist the victim by arranging transportation to a safe
place, such as a shelter or a family or friend's residence .
•

Obtain a copy of the po lice incident report at no cost from the police department.

PROCEDURES SURVIVORS SHOULD FOLLOW

If an incident of sexual misconduct occurs, it is im portant to preserve evidence so that
successful criminal prosecution remains an option.

The survivor of a se xual assault should not wash, shower or bathe, douche, brush
teeth , comb hair, or change clothes prior to a medical exam or treatment. If a survivor has
removed the clot hing he/ she was wearing during the assault prior to seeking medical
treatment, that clothing should be placed in a brown paper, not plastic, bag and taken to
the hospital when treatment is sought. If the survivor is still wearing the clothes that he/she
was wearing during an assault, he/she should bring a change of clothes with him/her to the
hospital so that the clothes containing possible evidence can be preserved and examined for
evidence of the crime .
Evidence of violence, such as bruising or other visible injuries following an incident of
sexual assault should be documented by photographs . Evidence of stalking, including any
communications such as wr itten notes, email , voicemail , or other electronic communications
sent by the stalker, should be saved and not altered in any way.

INTERIM MEASURES AND ACCOMMODATIONS

The Title IX Coordinator and Deputy Coordinators ha ve the right to take necessary
measures to protect a person 's rights and personal safety. Therefore, interim measures will
be available to protect persons from any kind of reta liation or threatening situations during
and after the investigation process. These measures include but are not limited to changes
in class schedules; living or working arrangements; safety escorts; parking arrangements;
dining arrangements; and resources for professional counseling . Regardless of whether a
person reports an incident of sexua l misconduct to law enforcement or pursues any formal
action, if a report of such an incident is made to MSU, MSU is committed to providing a
victim a learning or working environment that is as safe as possible .
The Title I X Coordinator or Deputy Coordinator determines which measures are
appropriate for survivors on a case-by -case basis. Upon receiving a report of sexual
misconduct, the Title I X Coordinator or Deputy Coordinator will ask the survivor or his/her
counselor, provider or advocate what interim measures, if any, are sought. If the survivor
or his/ her counselor, prov ider or advocate identifies an interim measure that is not already
provided by MSU , the Title IX Coordinator or Deputy Coordinator will consider whether the
request can be granted. In those instances where interim measures affect both a survivor
and the accused, the Title IX Coordinator or Deputy Coordinator will minimize the burden on
the survivor whereve r appropriate.
When a survivor's off-campus counselor, provider or advocate seeks any of the
above-listed interim measures without disclosing that se xual misconduct is the basis for the
request, the Title I X Coordinator or Deputy Coordinator will consider the request consistent
with its general policy of allowing counselors, providers and advocates to seek such
measures for survivors of trauma without requiring that the nature of trauma be disclosed .
MSU is also committed to ensuring that orders of protection issued by courts are
upheld on all MSU-owned, used and controlled property, as well as properties immediately
adjacent to MSU . Therefore, if any member of the MSU community obtains an order of
protection or restraining order, he/she should promptly inform the Title I X Coordinator or

Deputy Coordinator and provide him/her with a copy of that order so MSU can enforce it.
MSU is also committed to protecting survivors from further harm, and if the Title IX
Coordinator or Deputy Coordinator determines that a person 's presence on campus poses a
danger to one or more members of the MSU community, he/she can issue an institutional
" No Contact" or " No Trespass" order barring that person from MSU property .

INVESTIGATION AND HEARING PROCESS

MSU 's Title IX Coordinator or Deputy Coordinator will investigate alleged vio lations of
this UAR regardless of whether the conduct is alleged to have occurred on-campus or offcampus . Each report must be evaluated on a case-by-case basis, taking into account the
relevant circumstances of each case. The investigation process may include interviews,
reviewing student and/ or employee files, and gathering and examining other releva nt
evidence. The investigation process will be balanced and fair and give both the accused and
the compla inant the chance to discuss his/her involvement in the reported incident.
Allegations of sexual misconduct wi ll not be referred to informal mediation .

If the investigation concludes that evidence exists to suggest that a violation of this
UAR more likely than not occurred, the Title IX Coordinator or Deputy Coordinator will refer
the case for a hearing before MSU's Sexual Misconduct Hearing Panel which shall consist of
five members of the Sexual Harassment Hearing Board chosen by the Title IX Coordinator
or a Deputy Coordinator designated by the Title IX Coordinator. The MSU General Counsel
or his/ her designee shall serve as legal advisor to the Sexual Misconduct Board and the
Hearing Panel.
The Sexual Misconduct Hearing Board shall be appointed annual ly by the President
and shall consist of no less than five faculty members, five staff members and three
students. If vacancies exist during the school year, the President may appoint a pe rson of
the appropriate category to fill the vacancy . Members may be reappointed from year to
year at the President 's pleasure . The President may request names from the Faculty Senate
Chair, the Staff Congress Chair and the Vice President for Student Life to consider for
appointment to the panel from their constituencies. All panel members must attend Sexual
Misconduct Hearing Board tra ining as designated by the Title I X Coordinator in order to
serve on the Board .
If a hearing involves a student, at least one member of the Hearing Panel se lected to
hear the case shall be a student, and at least one faculty member and one staff member
shall serve on the panel . If a faculty member is involved in the case, at least three fac ulty
members shall be selected to serve on the panel to hear the case . If a staff member is
involved in the case, at least two staff members sha ll be selected to the panel. The Title IX
Coordinator or a designated Deputy Title IX Coordinator shall select one of the five chosen
panel members to serve as the panel chair for the case . In the event of a conflict of
interest, a Hearing Panel member will recuse himself/herself from the Panel , and the Title I X
Coordinator or designee shall appoint a new panel member to serve .
Each party wi ll have the fol lowing hearing rights :
The right to notice of the specific allegations at issue, including notice of
anticipated witnesses and evidence to be addressed at the hea ring .

The right to access information and evidence directly related to him/her within a
reasonable time before the hearing .
The rig ht to attend the hearing and speak on his/her own behalf. Invoking the
right not to speak will not be considere d an admission of responsibility.
The right to have an advisor of his/her choice present at the hearing . Advisors
may not directly participate in the hearing.
The right to introduce evidence and question witnesses at the hearing, provided,
however, that the complainant and the accused will not be allowed to directly
question each other. Such questions may be supplied to the chair who may ask
the questions .
The panel members may ask questions of the witn esses at the hearing.
Hearings will be closed to t he public. Hearings shall be recorde d, and testimony shall
be sworn . The Title IX Coordinator may accommodate concerns for the personal safety,
well-being and/or fears of participa nts during the hearing by providing separate facilities, by
using a visual screen and/or by permitting participation by telephone, video conference or
other means as appropriate.
Following a hearing , the Sex ual Misconduct Panel wi ll deliberate in private and
determine whether, given the evidence and testimony presented, it is more likely than not
that a violation of this policy occurred . Possible hea ring outcomes for students include, but
are not limited to changes to class sch edules; changes to living arrangements; suspension,
separation or expu lsion from MSU; and for all reporti ng the incident to MSU police. Faculty
and staff may be reprimanded, suspended without pay, or removed from employment. Th e
measure taken wil l depend upon the individual circumstances .
The Title I X Coordinator will inform both parties in writing of the outcome of the
investigation and/or hearing within seven (7) business days of the investigation and/or
hearing 's conclusion . Notice of the outcome will include key findings and any pena lties or
protective measures directly relate d to the party. If the measure taken by the Sexual
Misconduct Panel includes suspension or remova l of a faculty or staff member, the Title I X
Coordinator will also forward the decision to the President. If the measures involve a
student, the outcome will be reported to the Vice President for Stude nt Life .
As a general rule, MSU will complete the investigation and hea rin g process with in
sixty (60) calendar days from recei pt of a report. Ho wever, MSU may extend that time
frame under special circumstances su ch as comp lex cases requiring extensive investi gation
and breaks occurring between academic periods making relevant parties or officials
unavailable. MSU wi ll work to kee p extensions to a minim um and will keep the parties
informed of the status of their case .
Survivors always have the option to file a criminal report in addition to or in lieu of a
report under this policy . In no case should a survivor be dissua ded from reporting sexual
misconduct to law enforcement. Regardless whethe r a survivor elects to file a criminal
report, MSU will conduct a separate investigation of its own consiste nt with this po li cy . If
the accused is not affiliated with MSU, an investig ation wil l still be conducted. The Titl e IX
Coordinator or Deputy Coordinator may issue a No Contact or No Trespass order to an

accused unless and until the accused is found not responsible . If the accused is a student or
faculty from a visiting institution, MSU reserves the right to contact that institution for
further investigation .
Throughout the process, arrangements will be made to prevent the parties from
having direct contact or communication with each other.
The Title I X Coordi nator will keep a record of the hearing and investigation process
for each case.

APPEAL PROCESS

Once a decision has been made and both parties have been notified of the outcome,
either party may appeal that outcome (including punishment) to MSU Appeals Board, which
will consist of three members of the Sexual Misconduct Hearing Board that have not served
on the case . If a case involves a student, at least one member of the Appeals Board shall be
a student and likewise with Faculty and Staff.. 1 Appeals must be received by the Title IX
Coordinator no later than five (5) calendar days after the date the underlying decision is
issued . Appeals received after the deadline will not be processed. Appeals should be
marked " confidential " and submitted by hand delivery or by email or mail to the Title IX
Coordinator.
Both parties will be notified in writing by the Title I X Coordinator that an appeal was
received . The burden of proof lies with the appellant.
MSU Appeals Board will assess and decide the appeal based on the investigation and
hearing record from the previous levels within twenty -one (21) ca lendar days of receiving
the appeal , unless circumstances require more time, in which case the Title I X Coordinator
will advise the parties of the need for more time. Grounds for appeal are limited to the
following :
MSU made a procedural error, which could have significantly affected the outcome .
Previously unavailable and relevant evidence was found that could impact the final
result .
The determination of whether a violation occurred was arbitrary and unjustified by
the evidence presented at hearing.
The penalties imposed or other protective measures taken are too severe based on
the evidence of record.
The Title IX Coordinator will notify the parties of the outcome of the appeal. All
decisions by the MSU Appeals Board and all decisions of the Hearing Board that are not
appealed shall be final with the exception of the following:
Sanctions wh ich include student suspension or expulsion, which may be further
appealed to the President and Board of Regents in the same manner as provided
In the event of a conn ict of interest, the board member who has the con nict will recuse him se lf/herse lf fro m
the committee and the Ti tle IX Coordinator (or designee) wi ll appoi nt a replacement.

by the MSU Eagle Student Handbook for Student Disciplinary Committee
decisions.
Sanctions which include suspension or dismissal of a staff member which may be
appealed to the President who will review the record and determine if dismissal
or another penalty is appropriate. The President's decision shall be final.
Sanctions which include faculty termination/removal , which may be further
appealed to the President and Board of Regents . Sanction involving suspension
without pay, may be appealed to the President. The President shall review the
record and determine whether suspension or dismissal is appropriate. The
decision of the President shall be final if he/she determines suspension or another
penalty is appropriate . If the President determines removal is appropriate,
he/she shall refer the case to the Board of Regents who shall review the case on
the record de nova. The Board may either remove the faculty member or may
determine if a lesser penalty is appropriate. The decision of the Board shall be
final.
The Title IX Coordinator will keep a record of the appeal process .

NO RETALIATION OR DETERRENCE FOR FILING REPORTS

MSU strictly prohibits retaliation for making a report under this poli cy or participating
in an investigatio n or hearing under this policy. Examples of retaliation include, but are not
limited to a face-to-face threat, a digital message and/or physical intimidation. Retaliation
can be by someone other than the accused . Any person who feels they have been
retal iated against as a result of a report under this UAR should contact the Title IX
Coordinator or a Deputy Coordinator im mediately .

RESOURCES

Numerous resources both on and off campus are available and shall be set forth in the
Appendi x to this UAR . The resources shall be updated as appropriate without necessity to
amend this UAR.

TRAINING AND EDUCATION

All students, faculty and staff must complete MSU -s ponsored training on sexual
misconduct issues within the dates and times arranged by the Title IX Coordinator and as
frequently as designated by the President. Failure to do so may result in discipl ine.

APPENDIX

Title IX Coordinator
Harold Nally
305 Howell McDowell
Moreh ead, KY 40351
606-783-2097
h.na Ily@ moreheadstate .ed u

Assistant Title IX Coord inators

VICTIM RESOURCES

Health
MSU Sex ual Assault Respo nse Team (SA RT) (606) 776-0076
11 2 Allie Young 1-laU
Mo rehead, KY 40351
MSU Counseling and Heald1 Services
11 2 Allie Young 1--1 all
Morehead, KY 4035 1

(606) 783-2055

St. Claire Regional Medical Center
222 Circle Drive
Morehead , KY 40351

(606) 783-6615 (Emergency Departm ent)
(606) 783-6500 (Main Hos pita l O perator)

Mental Health / Counseling/Advocacy
On Campu s Resources
MSU Co un seling and Hea lth Services
112 Allie You ng Hall

(606) 783-2123

Morehead, KY 40351
After hours, evenings, weekends con tact
(606) 783-2035
( This is the MSU Police Dept. and th ey have the on-call schedule for licensed counselors.)
MSU Sexual Assault Response Team (SA RT) (606) 776-0076
112 Allie You ng Hall
Morehead, KY 40351

Off Campus Resources

St. Claire Regional Medical Center
Coun seling
475 Clinic Drive
Morehead, KY 40351

(606) 783-6805

Pathways
321 Eas t Main Street
Morehead, KY 4035 1

(606) 784-4161 ext. 4401

Pathwa ys Rape Cri sis Center
325 East Main Street
Morehead, KY 40351

(606) 784-4161 ext. 4401
(800) 562-8909

DOV ES of Gateway, Inc.
P.O. Box 1012
Morehead, KY 40351

(606) 7 84-6880
(800) 221-4361 (C ri sis#)

KCADV
(502) 209-5382
Kentucky Coalition Against Domestic Violence
111 Darby Shire Ci rcle
Frankfort, KY 40601
24-hour Crisis Linc
ational Domestic Violence Hotline
National Sexual Assault Hotline

(800) 562-8909
(800) 799-SAFE
(800) 656-HOPE

Police Department Contacts
MSU Police Department
100 Laughlin Bldg.
Morehead, KY 4035 1

(606) 783-2035 or 911 on campus

Morehead Police Depa rtm ent
105 East Main Street
Morehead, KY 40351

(606) 784-75 11

Kentu cky State Police (Post 8)
1595 filemingsburg Road
Morehead , KY 40351

(606) 784-4127

Online Resources
If a person feels the need to pursue further help and counseling, there are
institutions and charity groups that are speciali zed and specifically trained to aid survivors
of different violent crimes. A formal report is not required to access these resources. These
are some nationwide we bs ites that provide help :

National Domestic Violence Hotline
http://www.thehotline.org/
Stalking Resource Center
http: //www. victimsofcri me. org/our-programs/stalking-res ource-center
National Sexual Assault Hotline
http://www. rain n. org/g et- hel p/nationa I-sex ua 1-assa ult-on Ii ne-hotli ne
Girls Hea lth Website
http://www. g i rlshea Ith.gov /safety/sa fere lationshi ps/ datera pe. htm I
Clery Center for Security on Campus
httP,: //clery_center .orn.Lhelp-victi ms
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Set forth the policy for using wireless data technologies and assigns
responsibilities for the deployment of wireless services and the
administration of the wireless data radio spectrum at Morehead
State University (MSU). The document describes how wireless
technologies are to be deployed, administered and supported at
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Wireless Network
Policy and Procedures
Description: This regulation outlines the policy and procedures for the implementation of
wireless networking for the University Campus.
Responsibility: The Office of Information Technology (OIT) is responsible for all
telecommunications systems owned, leased or operated by the University. Detailed
responsibilities for colleges , divisions and/or departments are outlined within the body of this
document.
Purpose: This document sets forth the policy for using wireless data technologies and
assigns responsibilities for the deployment of wireless services and the administration of the
wireless data radio spectrum at Morehead State University (MSU). This policy describes how
wireless technologies are to be deployed , administered and supported at MSU .
Wireless systems and interface cards are deployed at MSU to support bqth administrative
and academic applications. This policy guides such deployments.
Policies and guidelines for deployment of these systems are essential to:
• safeguard security of campus network systems
• ensure that a baseline level-of-connection service quality is provided to a diverse user
community.
•provide flexibility to respond to user community requirements for the foreseeable future.
• prevent interference with other uses of the wireless spectrum .
Applicability: This regulation applies to all University Administrators , full-time and part-time
faculty, staff, students, members of the Board of Regents, volunteers , contractors and
guests. This document functions as Morehead State University's official regulations for
wireless communications.
Scope of the Policy: The Vice President for Planning and Technology is primarily
responsible for providing a secure and reliable campus network to support the mission of the
University. In order to implement this objective responsibility, the OIT promulgates campuswide network standards (wired and wireless) to meet the networking requirements of all
University constituencies and limit access to network connections which do not conform to
generally accepted standard network protocols.
This policy, other relevant University and OIT system policies (e.g ., PG-55 and UAR 331.01) ,
and all applicable laws, govern the use of electronic communications resources at MSU.

Scope of Service : This policy defines the levels of service the MSU community should
assume to be part of the campus wireless infrastructure. It defines the roles of OIT and other
campus units for deploying and administering the wireless infrastructure for the campus.
Network Reliability: In a wireless environment, network reliability is a function both of the
level of user congestion (traffic loads) and service availability (interference and coverage) . In
an effort to provide an acceptable level of reliability , this policy establishes a method for
resolving conflicts that may arise from the use of the wireless spectrum . The campus
approaches the shared use of wireless radio frequencies in the same way that it manages
the shared use of the wired network.
Wh ile OIT does not actively monitor use of the frequency spectrum for potential interfering
devices, it responds to reports of specific devices that are suspected of causing interference
and disruption of the campus network. Where interference between the campus network and
other devices cannot be resolved , OIT reserves the right to restrict the use of all wireless
devices in University-owned buildings and all outdoor spaces.
Security: The maintenance of the security and integrity of the campus network requires
adequate means of ensuring that only authorized users are able to use the network. Wireless
devices utilizing the campus wired infrastructure must meet certain standards to insure only
authorized and authenticated users connect to the campus network and that institutional data
used by campus users and systems not be exposed to unauthorized viewers.
Support
This policy defines the responsibilities of OIT and colleges and departments for the planning ,
deployment, management and development of wireless network equipment and services.
The policy describes the responsibilities of those who use wireless network facilities as well
as the role of OIT for ensuring overall integrity of the campus network.

Definitions: For purposes of this document, the following definitions apply:
Access Point: An access point is a piece of wireless communications hardware which
creates a central point of wireless connectivity. Similar to a "hub", the access point is a
common connection point for devices in a wireless network. Access points can be used to
connect segments of a LAN , using transmit and receive antennas instead of ports , for access
by multiple users of the wireless network. Similar to standard wired "hubs", access points are
shared bandwidth devices and can be connected to the wired network, allowing wireless
access to the campus network.
Baseline Level of Connection Service Quality: The baseline level of connection service
quality is determined by factors that can affect radio transmissions , such as distance from the
access point, number of users sharing the bandwidth , state of the environment from which
the transmission is taking place, and the presence of other devices that can cause
interference.

Coverage: Coverage is the geographical area where a baseline level of wireless connection
service quality is attainable.
Interference: Interference is the degradation of a wireless communication signal caused by
electromagnetic radiation from another source. Such interference can either slow down a
wireless transmission or completely eliminate it depending on the strength of the signal.
Privacy: Privacy is the condition that is achieved when successfully maintaining the
confidentiality of personal , student and/or employee information transmitted over a wireless
network.
Security: Security, as used in this policy, not only includes measures to protect electronic
communication resources from unauthorized access, but also includes the preservation of
resource availability and integrity.
Wireless Infrastructure: Wireless infrastructure refers to wireless access points, antennas ,
cabling , power, and network hardware associated with the deployment of a wireless
communications network.

Policy
Responsibility for Wireless Access Points: Campus responsibility for electronic
communication resources resides with the Vice President for Planning and Technology, who
must approve all installations of wireless access points used on all campus sites. This
approval has been delegated to the Director of Telecommunications in the Office of
Information Technology.
•Wireless equipment and users must follow general communications policies. Wireless
services are subject to the same rules and policies that govern other electronic
communications services at the University.
• Abuse or interference with other activities is a violation of acceptable use. Interference or
disruption of other authorized communications or unauthorized interception of other traffic
is a violation of policy.
• Radio communication , due to its dependence on a scarce and shared resource , is subject
to additional rules concerning interference and shared use.
1. Wireless access points must meet all applicable rules of regulatory agencies , such as,
the Federal Communications Commission and Public Utilities Commission.
2. Wireless access points must be installed so as to minimize interference with other RF
activities particularly as described below.
• Only hardware and software approved by the Vice President for Planning and Technology
or designee shall be used for wireless access points.

• Deployment and management of wireless access points in all areas of all campus sites is
the responsibility of the Vice President for Planning and Technology.
Security: General access to the network infrastructure, including wireless infrastructure, is
limited to individuals authorized to use campus and Internet resources. Users of University
and Internet resources shall be authenticated .
• Physical security of wireless access points is maintained to protect the access point from
theft or access to the data port.
• Password and data protection is the responsibility of the application . The wireless
infrastructure will not provide specialized encryption or authentication that should be relied
on by applications (i.e., the wireless portion of the connection should not be relied upon by
application programs to authorize use of any computer systems assets per se - the
applications prog rams themselves must force logins and passwords etc.). In particular, no
application should rely on IP address based security or reusable clear text passwords. It is
expected that servers will expect/require their own general or applications authentication ,
authorization and encryption mechanisms to be used by clients entering from any
unprotected network.
• Access points shall enforce user authentication at the access point before granting access
to campus or Internet services. Wireless network interfaces shall support authentication to
access the campus wireless network.
• All approved access points connected to the network (even those purchased with
college/department funds) will immediately become part of the network infrastructure.
Management and control of these devices is transferred to the OIT. Any unapproved
access point found connected to the network will be disabled .

Interference: Wireless networking equipment is an inexpensive shared medium technology
that uses the unlicensed frequency bands to create small local area network cells. These
cells can be further linked together over an underlying wired network to create an extended
wireless network covering whole buildings or wider areas. The success of any wide
deployment wireless networking requires that all equipment that operate in the frequency
spectrum is carefully installed and configured to avoid physical and logical interference
between components of different network segments and other equipment.
• In the event that a wireless device interferes with other equipment, the Vice President for
Planning and Technology or designee shall resolve the interference as determined by use
priority.
• If other equipment interferes with a wireless device, the Vice President for Planning and
Technology or designee shall resolve the interference as determined by use priority.

• The order of priority for resolving unregulated frequency spectrum use conflicts shall be
according to the following priority list: instruction , administration, research, and public
access .
• Any unapproved or rogue access points found connected to the network will be disabled.

Suitability: Wireless networks are not currently a substitute for wired network connections.
Wireless should be viewed as an augmentation to the wired network to extend the network
for general access in common and transient areas.
• Wireless is appropriate for "common areas" where students, faculty, and staff gather.
Common areas most appropriate for wireless use include, but are not limited to ,
instructional labs, library facilities , public areas, and research labs.
• Wireless networking is most applicable for uses such as email and web browsing . Unless
using encrypted protocols, wireless devices should not normally be used for connecting to
the University's administrative systems such as human resources, payroll, student
information, financial information systems, or other systems that contain confidential or
sensitive information or are critical to the mission of the University.
• Wireless access points provide a shared bandwidth. As the number of users increase the
available bandwidth per user diminishes. Before deploying wireless networking in common
areas, the advice of the Vice President for Planning and Technology or designee should be
sought regarding the ratio of users to access point.
• New plans for buildings and gathering areas should consider the need for and use of
wireless networking, similar to the planning done currently for wired networking .
• Users of wireless should consider all unencrypted communications over the network as
insecure and available and all content as clear text.

Responsibilities:
The OIT is responsible for:
• Creating , maintaining and updating wireless plans, wireless policy and wireless security
standards
• Maintaining a registration of all wireless network cards and access points on campus
• Resolving wireless communication interference problems
• Managing and deploying wireless communications systems in commo,n areas of the
campus.
• Approving wireless communication hardware, software and installation services used by
University schools/departments
• Informing wireless users of security and privacy policies and procedures related to the use
of wireless communications in common areas.
• Providing assistance to schools/departments for the development, management and
deployment of wireless networks
• Monitoring performance and security of all wireless networks within common areas and
maintaining network statistics as required for preventing unauthorized access to the
campus network.
• Monitoring the development of wireless network technologies , evaluating wireless network
technology enhancements and , as appropriate, incorporating new wireless network
technologies within the University network infrastructure
• Acquiring wireless infrastructure once a University wireless plan is approved .
Colleges, divisions and/or departments are responsible for:
• Adhering to Wireless Network Policy
• Informing wireless users of security and privacy policies and procedures related to the use
of wireless communications.
• Cost of acquiring wireless devices purchased prior to the adoption of a University wireless
policy.
Authorization: Due to the lack of privacy of network communication over existing wireless
network technology, all wireless traffic is presumed to be insecure and susceptible to
unauthorized examination. System and/or application access authorization under wireless
network technology is to be limited , as follows :
·

•
Due to the inherent security weakness and lack of scalability of Wired Equivalency Privacy
(WEP) and Server Set Identification (SSID) , static WEP keys and SSIDs will not be employed
as security measures. 802.1 x, once the Wired Network Infrastructure is able to accommodate
it, will be used, as well as MAC authentication.
Security Awareness: Instructional materials will be made available to all wireless users via
the University web site. The instructional material will include, but not be limited to the
following topics:
• Authentication for wireless network access and protection of passwords
• Authorized use of wireless network technology
• Wireless interference issues.
• Privacy limitations of wireless technology

•

• Procedures for reporting wireless network service problems .
• Procedures for responding to a suspected privacy or security violation
• Procedures for revoking user accounts due to termination of an affiliation with the University
Monitoring and Reporting : The use of wireless network technology is to be monitored by
the OIT on a regular basis for security and performance.
Any unusual wireless network event that may reflect unauthorized use of wireless network
services should be immediately reported through the OIT, to Vice President for Planning and
Technology for review and , if appropriate, investigation . Such reportable events include the
discovery of un-authorized Wireless Access Points on any MSU properties . In all cases , the
responsible University Officer is the Vice President for Planning and Technology

The University reserves the right to amend or otherwise revise this document as may
be necessary to reflect future changes made to the Information Technology
environment. The policy and procedures stated in this document deal with known
concerns. Electronic communications is changing rapidly both in terms of technology
and application and additional policy issues will arise in this area. You are responsible
for reviewing this Policy periodically to ensure your continued compliance with all the
University O.1.T. wireless guidelines.

•◄
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Morehead State University wishes to provide the most consistent,
convenient and cost effective wireless communication services
possible to its employees. The objective of this policy is to
provide guidelines on obtaining wireless service and on the
responsibility and acceptable use of University-provided cellular
telephones.
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UAR NUMBER: 401.01
TITLE: Cellular Telephones and Other Wireless Communications Devices
ORIGINATOR: Mr. Joe Hunsucker, Internal Audits
INITIAL ADOPTION: 5/25/05
REVISION DATES: NA
PURPOSE: Morehead State University wishes to provide the most consistent, convenient and cost
effective wireless communication services possible to its employees. The objective of this policy is
to provide guidelines on obtaining wireless service and on the responsibility and acceptable use of
University-provided cellular telephones.
PROCEDURAL REFERENCES: Internal Revenue Code§ 274(d), § 280F(d)(4), § 132(d)
SCOPE (Who is covered by this UAR?): This policy applies to all faculty and staff of the
University in all circumstances regardless of fund source.

Purpose and Scope: Morehead State University wishes to provide the most consistent,
convenient and cost effective wireless communication services possible to its employees. The
objective of this policy is to provide guidelines on obtaining wireless service and on the
responsibility and acceptable use of University-provided cellular telephones. This policy is
intended to ensure compliance with applicable Internal Revenue Code regulations and applies to all
faculty and staff of the University in all circumstances regardless of fund source.
Assignment of Cellular Telephones and Other Wireless Communication Devices: Cellular
telephones and other wireless communication devices may be assigned to employees who are
mobile for most of a work period, respond to emergencies, are responsible for restoration of
services, or are integral to the University' s decision-making process. These services are not
intended to replace other available means of communication. Conventional communication
methods should be used when they are available and cost effective.
a. All wireless service, related equipment, and associated cellular numbers to be used
specifically or primarily for business purposes should be purchased and owned by
Morehead State University. The University may, at its discretion, enter into contracts with
cellular telephone service providers. During the period when one or more of these contracts
is in force, the University will only purchase cellular telephones or cellular telephone
service agreements for employee use on the basis of these contracts, unless a specific
exception is granted.
b. All service and equipment must be procured through the Operations Manager in the Office
of Information Technology. Employees needing wireless service to fulfill the requirements
of their job, or to meet safety standards established by third parties, must complete a
Request and Justification for Wireless Service form (Appendix A) . Requests for cellular
phones and other wireless services must be approved by the employee' s supervisor (who
will determine need), Dean/Director and Provost/Vice President.

c. The Office of Information Technology will establish a pool of cellular telephones to be
distributed to employees on a temporary basis. This pool of cellular phones may be used to
address short-term extemporaneous requirements. Distribution to employees shall be on an
as-needed basis, to reduce the need for permanent assignment of cellular telephones to
individual employees. Approval must be obtained from the appropriate budget unit manager
prior to borrowing a cellular telephone from the Office of Information Technology.
Personal calls will be reported to the Office of Information Technology at the time the
cellular phone is returned.
An alternative to cellular telephones is a University issued calling card. For information, the
employee should contact the Office of Information Technology.
d. On a semi-annual basis, the Operations Manager will identify cellular phones with little or
no activity and notify the appropriate supervisor who will verify that the phone is still
needed. The Operations Manager will also assist in determining the most cost effective
service plan to meet the user's need for service obtained through the University's contracts.
All costs associated with the service will be charged to the ordering department. Such costs
include, but are not limited to : equipment acquisition; service initiation; monthly fees ; perminute cost of calls; maintenance and repair of equipment; programming; and replacement
of lost, stolen, or damaged equipment. The Operations Manager will review billing for
cellular services on a monthly basis to assure that charges are in compliance with contract
terms. Monthly billing statements containing detailed information will be sent to the
appropriate department. Charges for services and equipment are billed to departments by
internal transfer.

Department/Employee's Responsibilities: The employee's immediate supervisor is responsible
for ensuring that the user has read and understands the University's policy on cellular telephones
and other wireless communication devices. Employees have an obligation to use their cellular
phones and services in a responsible, informed and safe manner, conforming to network etiquette,
customs, courtesies, safety practices and applicable laws or regulations.
a. When using cellular telephones or other wireless devices, employees should be careful not
to discuss certain types of information, such as University information considered
confidential or proprietary, student or personal account information, and PIN or credit card
numbers.
b. Employees should never loan their University cellular telephone or other wireless devices to
anyone. Employees remain responsible for all use of their equipment.
c. Employees are responsible for coordinating the repair of University cellular telephones or
other wireless devices through the Office of Information Technology.
d. Employees are responsible for securing wireless equipment and accessories at all times.
Employees should immediately report any theft or loss of University wireless equipment to
the Office of Information Technology. Employees may be held liable for lost, stolen or
damaged equipment.

e. Any employee who, in the course of performing his or her job functions, finds it necessary
to use a wireless communication device must do so in a safe and prudent manner.
f.

Employees are responsible for identifying personal calls listed on their monthly cellular
phone statement. See discussion on personal calls below.

g. Employees should not use cellular telephones in medical facilities where such use is
banned.
h. University cellular phones and other wireless communication devices shall not be used for
personal gain, personal business activities, soliciting money for religious or political causes,
or any other purpose that conflicts with other laws, regulations or University policies.
1.

Upon separation from University service, employees must return University wireless
communication equipment to the Office of Information Technology.

Personal Calls: Cellular telephones are provided to employees for the purpose of conducting
University business. The use of University-owned cellular equipment to make or receive personal
calls is discouraged, although it is understood that events may occur where an employee must use
their University cellular phone for personal reasons. If the need should arise, personal calls are kept
to an absolute minimum and should be reimbursed using the following formula:
Number of Personal Use Minutes + Total Minutes Used =

% Personal Use

Total Bill x _ _ % Personal Use = Total Amount Due From Employee

Employees must also realize that although personal calls made within the local calling region and
under the usage limits provided by the employee's plan do not result in additional charges to the
University, they do count toward the overall time limits established under the service agreement.
Additionally, any overage, long distance, roaming or other charges realized by the employee for
personal calls shall be the responsibility of the employee. Any charges incurred for personal use
must be reimbursed by the employee within 10 business days of receiving their billing statement.
Payments should be made at the cashier's window located in the Office of Accounting &
Budgetary Control.

Non-University Owned Phones: University employees utilizing a personal residential or cellular
telephone may be reimbursed for business-related calls in the following circumstances:
Employees who use their residential or personal cellular phone occasionally for business
purposes may be reimbursed for these calls. Occasional use is defined as unplanned, nonroutine calls made in the normal course of conducting University business.
In order to minimize the University's processing cost, employees should submit charges for
reimbursement no more than once a month.
To be reimbursed for long distance business calls utilizing a personal residential telephone:

1. A completed Check Request form with appropriate department supervisory approval
must be forwarded to the Office of Accounting & Budgetary Control for processing.
2. A copy of the detailed telephone billing statement indicating the minutes and long
distance charges for which reimbursement is requested must be submitted with the
Check Request.
3. A description of the calls for which reimbursement is requested, listing the person called
and the business purpose, must be provided.
To be reimbursed for business calls utilizing a personal cellular phone:

1. A completed Check Request form and Request for Reimbursement of Cell Phone Usage
form (see Appendix B) with appropriate department supervisory approval must be
forwarded to the Office of Accounting & Budgetary Control for processing.
2. The number of minutes for official University business must be itemized on the Request
and supported by a detailed billing statement from the cellular provider submitted with
this request. The billing statement must indicate the minutes and/or charges for which
reimbursement is requested, list the person called and a description of the business
purpose for which the call was made.

Monitoring: Cellular telephone billing statements should be reviewed at least semi-annually by
the employee' s immediate supervisor to determine that there is sufficient business use by the
employee to justify having a cellular phone. If the billing statement indicates insufficient business
use or predominately personal calls, the supervisor should consider discontinuing the service. The
supervisor should also ensure that all personal calls listed on the monthly billing statement are
being reimbursed in accordance with this policy.
Cellular telephone usage is subject to audit by the employee's department, the Office of
Information Technology and the Office of Internal Audits.

Disciplinary Actions: Any abuse of this policy may result in revocation of wireless access and
employee disciplinary actions that may be available pursuant to University policies PSE-7 or
PSNE-8.

Appendix A

(8/04)

Morehead State University
Request and Justification for Wireless Service

Date:

To:

Proposed Plan/Rate:

_ _ _ New Request

Operations Manager
Office of Information Technology
110 Ginger Hall
Morehead, KY 40351
(606)783-2676
Fax: (606)783-5078

Change in Rate Plan

This is to request that wireless phone service be provided to the following:

Campus/Unit:

_____________ Phone Number: _________

Department Name:
Address :
General Ledger account# to be charged: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Phone to be assigned to:
Name
Title

Local area code/home city:
If replacement equipment for existing wireless service, please indicate existing phone
number:

Reason or Justification for Wireless Service:

By signing below, I agree that I have read and understand the University policy on cellular
phones and other wireless devices and agree to the terms of use as indicated in the policy.

Approvals (as applicable for your department):

*Required Signature

*Requestor

Date

*Department Head/Director

Date

*Supervisor

Date

*Provost/Vice President

Date

Appendix B

(4/05)

Morehead State University
Request for Reimbursement of Personal Cell Phone Usage
Date:
Name:
Title:
Reimbursement Period :- - - - - - - Department: _ _ _ _ _ _ _ _ _ _ __
G/L Account: - - - - - - - - - - - -

Campus Address:
Phone number:

Amount to Pay:

REIMBURSEMENT

Calculation of Reimbursement Rate:
Cost of Monthly Plan

A

Base Min utes on Plan

B

Base Rate per Minute

C= (A/B) ~ - - - - - - ~

Total Minutes for Official University Business
Multiplied by the Base Rate per Minute

: =(C*D)

>-I--------<

Other Cell Phone Charges, such as Roaming and long Distance Charges, and Residential Charges
to be billed to the University.
Date

Tvoe of Charge

Amount

Total Other Charges
Total Amount of Reimbursement Requested (enter above in "Amount to Pay"

(Employee)

Date

(Department Head/Director)

Date

Note: Attach to Check Request fo rm and detailed billing statement and forward to the Office of Accou11ti11g & Budgetary
Co11trol for processing.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 402.01
Title: Interactive Video Classroom Usage

Originator:

Office of Information Technology

Initial Adoption: July 2008
Revision Dates:
I.

II.

Purpose: To define the processes and responsibility for support of the
campus interactive video (ITV) network resources used in the
delivery of distance learning classes.
Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?): All MSU faculty and staff

Attach a description of the UAR.
Approved by:

~~ot:2/~
D.

Wayne

Andrews, President

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR# 402.01
Titled: Interactive Video Classroom Usuage

Date: July 25, 2008

X

Provost and Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning, Budgets and Technology

X

Vice President for Student Life

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL -

X

General Counsel
Director of Human Resources

Others: *

All originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.

UAR NUMBER: 402.01
TTITLE: Interactive Video Classroom Usage
ORIGINATOR: Office of Information Technology
INITIAL ADOPTION: July 1, 2008
REVISION DATES:
PURPOSE: To define the processes and responsibility for support of the campus
interactive video (ITV) network resources used in the delivery of distance
learning classes.
PROCEDURAL REFERENCES:
SCOPE (Who is covered by this UAR?): All MSU faculty and staff.
DESCRIPTION: This UAR details how the responsibility for providing support for
the campus ITV network is shared between the Office of Information Technology
and staff at the regional campus sites. It outlines what funding will be provided to
regional campuses to hire facilitator support for qualifying ITV courses at each
site.
RESPONSIBILITY: The Office of Information Technology is responsible for the
administration and maintenance of the interactive video network system owned
by the University. The Office of Information Technology is responsible for hiring
and supervision of facilitators to assist with ITV courses offered at the Morehead
campus. Each regional campus center director is responsible for hiring and
supervision of facilitators to assist with ITV courses offered at their regional
campus location. ITV courses offered at the Hindman location will be covered by
the Jackson Center staff. The Office of Information Technology will provide
training opportunities for all facilitators and faculty in the use of ITV equipment.
PURPOSE: To define the process to be followed for providing technical support
for ITV courses.
FUNDING GUIDELINES:
•

Funding for one lead facilitator position will be allocated at each regional
campus center that does not have a dedicated technology consultant/ITV
support position on staff available to serve as the lead facilitator.

•

■

■

■
■

■

The salary rate for a lead facilitator is $8 .00/hr beginning July 1, 2008.
This individual may work up to a maximum of 25 hours per week. Time
spent by the lead facilitator assisting the regional campus director with ITV
facilitator scheduling and coordination should be noted on timecards
separately from facilitation hours.
Additional facilitators may be hired at each regional center for coverage of
ITV classes as agreed upon by Information Technology and the regional
campus directors. Sharing of facilitators between classrooms will be
enforced to maximize hiring dollars.
The salary rate for additional facilitators is $6 .75/hr beginning July 1, 2008 .
Facilitators are to be available 15 minutes prior to the start of class and 15
minutes after the end of class to provide services to faculty and students.
Supervision, payroll entry and all hiring paperwork is the responsibility of
ECC director or assigned ECC staff.
Funds will be transferred from the Office of Information Technology to the
Temporary Employee account for each regional campus to cover the cost
of facilitators using the following guidelines:
o A budget transfer for $5,000 dollars will be transferred at the start of
the fiscal year to enable processing of initial PARs.
o A running budget balance will be maintained by Information
Technology and additional budget transfers will be processed as
necessary for additional wages based on the total number of hours
of facilitation needed at each site during the year.
o The lead facilitator or full-time technology/ITV staff at each site is
expected to cover the first 20 hours of facilitation per week.
Exceptions to this guideline must be documented with Information
Technology prior to the start of a semester.
o A class must have a minimum of 3 undergraduate students (or 2
graduate students) enrolled at a single site for that site to qualify for
facilitator funding.
o Funding will be allocated for a single facilitator when multiple
classes are offered simultaneously in the same regional center
facility.
Expenses incurred for facilitation services outside of the above guidelines
will be the responsibility of the regional campus center unless exceptions
are presented to and approved by the Office of Information Technology
prior to the expense being incurred .

POINT OF CONTACT: Information Technology is the primary point of contact
for all ITV issues. Faculty and students will call the Information Technology ITV
support desk for assistance with ITV issues. Information Technology will notify
the designated ECC employee about class cancellation , changes in schedules or
special requests by faculty. Complaints will be investigated by Information
Technology and the ECC director/staff for resolution .

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)

Number: 403.01
Title: Non-MAP Microcomputer Acquisitions

Originator:

Associate Vice President for Research

Initial Adoption: 09-10-2010
Revision Dates:

I.

Purpose:
To specify the terms, conditions and procedures under which
the University will acquire, maintain, and replace microcomputers not
included in the Microcomputer Acquisition Program (MAP).

II.

Procedural Reference for:
__
__
__
__
__

Ill.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
Morehead State University faculty and staff

Attach a description of the UAR.

(Description Attached)

Approved by:

Date

UAR Number:
Title:
Originator:
Initial Adoption:
Revision Dates:
Purpose:

403.01
Non-MAP Microcomputer Acquisitions

Associate Vice President for Research

09/10/2010
To specify the terms, conditions, and procedures under which the
University will acquire, maintain, and replace microcomputers not
included in the Microcomputer Acquisition Program (MAP).

Procedural References:
Scope (Who Is Covered By
This UAR?):

Morehead State University faculty and staff.

Description:

The average useful lifespan of laptop and other personal
microcomputers is no more than three to four years. After this time
frame, most computers are no longer under warranty, and
maintenance is expensive and time-consuming. To ensure
maintenance and continuity of reliable computer resources,
Morehead State University established the Microcomputer
Acquisition Program (MAP), which provides (and budgets) for the
replacement of computer technology on a regular basis. When a
long term need for computers is identified (classrooms, student
computer labs, faculty/staff offices, etc), it is expected that a
recurring fund source will be identified to allow placement of the
unit on the MAP. This ensures that funding will be available to
replace the machine after its useful life. Although ideally, all new
university computers put into service should be placed on the MAP,
this is not always possible. In some cases, for example, one-time
funds (e.g., grants, gifts, etc) may become available to purchase a
computer (or computers) for specialized uses (e.g., research)
without the availability of a recurring internal fund source to allow
the computer to be placed on the MAP.

1.

Microcomputers may be purchased from non-recurring fund
sources (internal or external grants, gifts, etc.) when necessary
to meet limited timeframe and/or other urgent institutional
needs (instructional, research, public service) . In addition,
purchases made be made when hardware is needed to operate
specific software programs that computers obtained through
the MAP program cannot support, such as some applications
with certain athletic film editing programs.

2.

With respect to non-MAP computers acquisitions:
(a) All computer purchases must be supported brands/models
unless there is a required specification that cannot be met

General Guidelines:

(b)

(c)

(d)
(e)

by the supported manufacturer and is approved by
Information Technology.
Individuals must consult with Information Technology {IT)
staff prior to purchase to ensure compatibility with IT
support services.
Morehead State University's IT staff will provide service to
non-MAP computers during the manufacturer' s warranty
period, according to the priority assigned to non-MAP
computers.
IT staff will not provide service after warranty expiration
or for non-supported brands/models.
Funding for replacement of non-MAP computers shall be
the sole responsibility of the Unit.

3.

Non-MAP computer acquisitions funded by grants (internal or
external) must be approved by the Associate Vice President for
Research .

4.

All other non-MAP computer acquisitions must be approved by
the appropriate Vice President.

Approved by: Wayne D. Andrews, President Date :

~t.J

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:

500.04

Title:

Review Process for Graduate and Undergraduate Admissions
Applicants with Reported Criminal Convictions

Originator: Vice President for Student Life; Dean of Students; Asst. Vice
President for Enrollment Services
Initial Adoption:

04/21/1992

Revision Dates:

11/12/1992; 09/08/2006; 06/01/2009

I.

II.

Purpose:
To establish a review procedure and factors to be considered in determining
the admissions status for applicants applying for graduate or undergraduate admission
who have self-reported criminal convictions.

Procedural Reference for:
___
___
X
___
___

II.

Ill.

KRS, specify ____________________
CHE policy, specify _________________
BOR policy, specify Admission Standards - AP-1
UAR, specify ____________________
Other, specify ___________________
Scope (Who is covered by this UAR?): All graduate and undergraduate

students who have self-reported criminal convictions.

Attach a description of the UAR.

(Description Attached)

Approved by:

06/01/2009
Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled: 500.04: Review Process for Graduate and Undergraduate Admissions
Applicants with Reported Criminal Convictions
Date: 06/01/2009
X

Provost and Executive Vice President
Vice President for Planning, Budgets and Technology

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life
Vice President for Development
Vice President for University Relations

X

Academic Deans

X

Faculty Senate
Staff Congress

X

Student Government Association

-2__ University Archives/CCL
Others:*

All originals will be filed in the Office of the Provost, H-M 205.

*Appropriate VP is responsible for distribution to those people in his/her division.

UAR Number:
Title:

500.04

Originator:

Review Process for Graduate or Undergraduate Admissions Applicants with
Reported Criminal Convictions
Vice President for Student Life
Dean of Students
Assistant Vice President for Enrollment Services
Graduate Dean

Initial Adoption:

04/21/1992

Revision Dates:

11/12/1992; 09/08/2006;06/01/2009

Purpose:

To establish a review procedure and factors to be considered in determining the
admissions status for applicants applying for graduate or undergraduate
admission who have self-reported criminal convictions.
BOR, Undergraduate Admissions Standards-AP-1

Procedural
References:
Scope (Who is
covered by this
UAR?):
Description:

To establish a review procedure and factors to be considered in determining the
admissions status for applicants applying for graduate or undergraduate
admission who have self-reported criminal convictions.
The Graduate or Undergraduate Admissions Applications require applicants to
report all criminal convictions, other than minor traffic violations. In order to
assess the suitability of such applicants to the university community and identify
any special conditions for enrollment, the following procedures will be followed:
1. Criminal data submitted through the application process will be

reviewed and verified by MSU's Police Department. Upon the receipt
of the final criminal background documentation, the Office of
Enrollment Services or the Office of Graduate Programs will review
the case within two weeks.
2.

Based upon review of the findings, by the Office of Enrollment
Services, or the Office of Graduate Programs will:
a.
b.

admit the applicant conditionally or unconditionally.
initially deny admission to the applicant.

3. If the decision is to deny admission to the applicant, the applicant my
appeal to the Admissions Appeal Committee for further consideration.
4.

If the applicant chooses to appeal the denial of admission with the
Admissions Appeal Committee, the applicant will be allowed to
provide additional information in writing for review by the committee.
Based upon the review of the additional information, the committee
may choose to confirm the denial of admission, offer the applicant a
hearing for further consideration or admit the applicant conditionally
or unconditionally . If a hearing is offered to the applicant, the hearing
will be held within two weeks.

5. The Admissions Appeals Committee will determine if the applicant
will be denied admission, admitted conditionally or unconditionally.

6. The Admissions Appeal Committee will consist of the following: (a)
Dean of Students; (b) Investigating Officer from the MSU Police
Department; ( c) Graduate Dean or Director of Graduate and
Undergraduate Programs; (ct) Assistant Vice President Enrollment
Services or Associate Director of Enrollment Services for Admissions
and Technical Support (e) and other University personnel as needed.
At least three members must be present at each review of which two
must be the Dean of Students and an MSU police officer. Decisions will
be made by a simple majority. For undergraduate student cases,
meetings and records will be coordinated by the Associate Director of
Admissions and Technical Support. For graduate student cases, the
meetings and records will be coordinated by the Office of Graduate
and Undergraduate Programs.
7.

Factors considered in the review process may include but are not
limited to: (a) nature and degree of criminal conviction(s); (b)
conditions of probation or parole; and (c) written or verbal
recommendations or reports from parole officers, counselors, and
other qualified persons.

8.

Requirements for conditional admissions may include but are not
limited to the following: (a) counseling; (b) facility usage restrictions,
including denial of university housing privileges; and (c) other
measures deemed appropriate to the support of the applicant and
necessary for the university to maintain an environment conducive to
the educational mission of the institution.

9.

Denial of admission may be made where the criminal and related data
submitted are found to present an unacceptable and significant risk to
the university community which some form of conditional admission
will not reduce to an acceptable level. With the exception of a failure
of due process, the findings of the Admissions Appeal Committee are
final. If the committee fails to follow due process as outlined in this
policy, the student may appeal to the President of the University.

10. The decision of the Admissions Appeal Committee and all supporting
documents are monitored by the Assistant Vice President for
Enrollment Services and the Associate Director of Enrollment Services
for Admissions and Technical Support to determine that all conditions
are met by the student during their first semester at MSU. For
graduate students the decision will be reviewed by the Graduate Dean
and Director of Graduate and Undergraduate Programs. If
requirements are not met, the student will be asked to meet with the
Admissions Appeal Committee for further consideration.

Morehead State University
100 Admissions Center
Morehead, KY 40351
This letter is to certify that th e following is a complete list of my convicted criminal offenses. I authorize
the Morehead State University Police Department to review and verify my criminal history and release
the findings to Enrollment Services, Office of Admissions (Undergraduate) or the Graduate Office
(Graduate).
I am or am app lying to be:D Undergraduate Student
1.

D

Graduate Student (Check One)

Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Felony _ _ _ _ _ _ _ _ _ _ _ Misde meanor _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
City
County
State
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

2. Offense
Felony

Misdemeanor ·

Date of Offense
Penalty
Location of Offense
City

County

State

County

State

Charging Law Enforcement Agency

3. Offense

Felony

Misdemea nor

Penalty
Date of Offense
Location of Offense
City
Charging Law Enforcement Agency
All information on this form is true to the best of my knowl edge. I HEREBY AUTHORIZE any law enforcement agency and
court to release to th e Morehead State University Police Department information on any and all of my charges.
Print Name._ _ _ _ _ _ _ _ _ _ _ _ _ _ _ S.S. No . _ _ _ _ _ _ _ _ _ _ _ __
Birth Date:. _ _ _ _ _ _ _ __
Signed _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

1f additional space is required, please use the backside of this form using the same format.

Maria Fraser
·om:

ent:
To:

Cc:

Subject:
Attachments:

Maria Fraser
Thursday, December 03, 2009 5:23 PM
Bob Albert; Cathy Lynne Gunn ; Dayna S. Seelig ; Donna Jo Baker; Gary R. Holeman ; Gerald
L. Demoss ; James A. Shaw; Jane Vescio Fitzpatrick; Joel Pace; Karla Hughes; Kevin S.
Koett; Loretta Banks Lykins; M. Scott McBride; Madonna Badgett Weathers; John Michael
Seelig ; Mike Walters; Royal Berglee; Student Government Association
Betty Jo Wallace; Gregory Keith Wilcox; Janet Katherine Skidmore; Joyce Ann Meade; Marcia
A. Pettit; Peggy Breeze; Rosemary Hinton ; Sandra Lee Ruth ; Sharon S. Reynolds; Theresa
Davis; Vanessa R. Webb
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Reported Crimi nal Convictions
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 500.03
Title: REVIEW PROCESS FOR UNDERGRADUATE ADMISSIONS APPLICANTS WITH

REPORTED CRIMINAL CONVICTIONS

Originator: Vice President for Student Life & Dean of Students

Special Assistant to the President, Enrollment Services
Initial Adoption: 04/ 21 / 1992
Revision Dates: 11/ 12/ 1992, 9/ 8/ 2006
I.

Purpose: To establish a review procedure and factors to be considered in

determining the admissions status for applicants applying for undergraduate
admission who have self-reported criminal convictions.
II.

Procedural Reference for:
___ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
___ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
X BOR policy, specify
Undergraduate Admissions Standards-AP-1
___ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?): To establish a review procedure and

factors to be considered in determining the admissions status for applicants
applying for undergraduate admission who have self-report ed criminal
convictions.

Attach a description of the UAR.

(Description Attached)

Approved by:

~e~

Date

UAR Distribution List

The following shall receive a copy of the UAR# 500.03
Titled: Review Process for Undergraduate Admissions Applicants with Reported Criminal Convictions
Date: September 8, 2006
X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning, Budgets and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Potter

X

General Counsel

Others: *

All originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.

UAR NUMBER: 500.03
TITLE: REVIEW PROCESS FOR UNDERGRADUATE ADMISSIONS APPLICANTS WITH

REPORTED CRIMINAL CONVICTIONS
The Undergraduate Admissions Application requires applicants to report all criminal
convictions, other than minor traffic violations. In order to assess the suitability of
such applicants to the university community and identify any special conditions for
enrollment, the following procedures will be followed:
1. Criminal data submitted through the application process will be reviewed

and verified by MSU's Police Department.
2. Based upon review of the findings by the Office of Enrollment Services, the
applicant will be:
a. admitted conditionally or unconditionally, or
b. required to meet with the Admissions Appeal Committee for further
consideration.
3. The Admissions Appeal Committee will consist of the following: (a) Dean of
Students; (b) the Director of Academic and Career Services; (c) Investigating
Officer from the MSU Police Department; (d) the Special Assistant to the
President, Enrollment Services; (e) Assistant Director of Admissions and
Technical Support (f) and other University personnel as needed. At least
three members must be present at each review. Decisions will be made by a
simple majority. Meetings and records will be coordinated by the Special
Assistant to the President or by the Assistant Director of Admissions and
Technical Support.
4. Factors considered in the review process may include but are not limited to:
(a) nature and degree of criminal conviction(s); (b) conditions of probation or
parole; and (c) written or verbal recommendations or reports from parole
officers, counselors, and other qualified persons.
5. Requirements for conditional admissions may include but are not limited to
the following: (a) counseling; (b) facility usage restrictions, including denial
of university housing privileges; and (c) other measures deemed appropriate
to the support of the applicant and necessary for the university to maintain
an environment conducive to the educational mission of the institution.
6. Denial of admission may be made where the criminal and related data
submitted are found to present an unacceptable and significant risk to the
university community which some form of conditional admission will not
reduce to an acceptable level.
7. The decision of the Admissions Appeal Committee and all supporting
documents are automatically reviewed by the Special Assistant to the
President and Assistant Director of Admissions and Technical Support to
determine that all conditions are met by the student during their first
semester at MSU. If requirements are not met, the student will be asked to
meet with the Admissions Appeal Committee for further consideration.

Morehead State University
Enrollment Services
100 Admissions Center
Morehead, KY 403 51
This letter is to certify that the following is a complete list of my convicted criminal offenses. I authorize the
Morehead State University Police Department to review and verify my criminal history and release the
findings to Enrollment Services, Office of Admissions.

1.

Offense-- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Felony _ _ _ __ __ _ _ Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
City
County
State
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

2. Offense - - - - - - - - -- -- - - - - - - - - - - - - - - - - - - - Felony _ _ _ __ _ _ _ _Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ __ __ _ _ _ _ _ _ __ __ _ _ _ _ _ _ _ _ __
City
County
State
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __ _

3. Offense-- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Felony _ _ _ _ _ _ _ _ _Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
City
County
State
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __
Print Name_ _ _ _ _ _ _ _ _ _ _ _ _ S.S.

o. _ _ _ _ _ _ _ _ _ _ _ _ __

Signed_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date._ __ _ _ _ _ _ _ _ _ _ _ __

If additional space is required, please use the backside of this form using the same format.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 500.02
Title: Review Process for Undergraduate Admissions Applicants with reported
Criminal Convictions

Originator: Vice President for Student Life and Dean of Students
Initial Adoption: 4/21/92
Revision Dates:

I.

II .

•

11/12/92

Purpose: To establish a review procedure and factors to be considered in
determining the admission status for applicants applying for undergraduate
admission who have self-reported criminal convictions.

Procedural Reference for:

KRS, specify
--------------------- - CHE J?Olicy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ BOR policy, specify Undergraduate Admission Standards -- AP-1
UAR, specify
--------------------- - Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):

All applicants for undergraduate admission to Morehead State University with
self-reported criminal convictions. Minor traffic violations and juvenile records
protected by statutes are exempt from reporting.

Attach a description of the UAR.
Approved by:

•

l/-/,z-92
Date

'
UAR 500.02

REVIEW PROCESS FOR
UNDERGRADUATE ADMISSIONS APPLICANTS
WI1H REPORTED CRIMINAL CONVICTIONS

The Undergraduate Admissions Application requires applicants to report all criminal
convictions, other than minor traffic violations. In order to assess the suitability of such
applicants to the university community and identify any special conditions for enrollment,
the following procedures will be followed:
1.

Criminal data submitted through the application process will be reviewed and
verified by MSU's Office of Public Safety.

2.

Based upon review of the findings by the Office of Admissions, the applicant
will be:
a.
b.

admitted conditionally or unconditionally, or
required to meet with the Admissions Review Panel for further
consideration.

3.

The Admissions Review Panel will consist of the following: (a) Assistant
Dean of Students; (b) the Director of Student Development; (c) the Manager
of Public Safety; ( d) the Director of Admissions; and (e) the Director of
Financial Aid. At least three members must be present at each review.
Decisions will be made by a simple majority. Meetings and records will be
coordinated by the Director of Admissions.

4.

Factors considered in the review process may include but are not limited to:
(a) nature and degree of criminal conviction(s); (b) conditions of probation
or parole; and (c) written or verbal recommendations or reports from parole
officers, counselors, and other qualified persons.

5.

Requirements for conditional admissions may include but are not limited to
the following: (a) counseling; (b) facility usage restrictions, including denial
of university housing privileges; and (c) other measures deemed appropriate
to the support of the applicant and necessary for the university to maintain an
environment conducive to the educational mission of the institution. Outright
denial of admission may be made where the criminal and related data
submitted are found to present an unacceptable and significant risk to the
university community which some form of conditional admission will not
reduce to an acceptable level.

6.

The decision of the Admissions Review Panel and all supporting documents
are automatically reviewed by the Vice President for Student Life and Dean
of Students to determine that appropriate due process was given and all
relevant facts were considered.

UAR NUMBER: 500.02

TITLE: REVIEW PROCESS FOR UNDERGRADUATE ADMISSIONS APPLICANTS WITH
REPORTED CRIMINAL CONVICTIONS
ORIGINATOR: Vice President for Student Llfe &

Dean of Students
Special Assistant to the President, Enrollment Services
INITIAL ADOYTION: 04/21/1992
REVISION DATES: 11/12/1992, 6/14/2006
PURPOSE: To establish a review procedure and factors to be considered in

determining the admissions status for applicants applying for
undergraduate admission who have self-reported criminal convictions.
PROCEDURAL REFERENCES:

BOR, Undergraduate Admissions Standards-AP-1
SCOPE (Who is covered by this UAR?): All applicants for undergraduate admission to
Morehead State University with self-reported criminal convictions. Minor traffic
violations and juvenile records protected by statutes are exempt from reporting.

The Undergraduate Admissions Application requires applicants to report all criminal
convictions, other than minor traffic violations. In order to assess the suitability of
such applicants to the university community and identify any special conditions for
enrollment, the following procedures will be followed:
1. Criminal data submitted through the application process will be reviewed
and verified by MSU's Office of Public Safety Police Department.
2. Based upon review of the findings by the Office of Admissions Enrollment
Services, the applicant will be:
a. admitted conditionally or unconditionally, or
b. required to meet with the Admissions Review Panel Appeal
Committee for further consideration.
3. The Admissions Review Panel Ap:Qeal Committee will consist of the
following: (a) Assistant Dean of Students; (b) the Director of Student
Deve!Qpment Academic and Career Services; (c) the Manager of Public Safety
Investigating Officer from the MSU Police Department; (d) the Director of
Admissions Special Assistant to the President, Enrollment Services; and (e)
the Director of Financial Aid Assistant Director of Admissions and Technical
Support (f) and other University personnel as needed. At least three
members must be present at each review. Decisions will be made by a
simple majority. Meetings and records will be coordinated by the Director of
Admissions Special Assistant to the President or by the Assistant Director of
Admissions and Technical Support.
4. Factors considered in the review process may include but are not limited to:
(a) nature and degree of criminal conviction(s); (b) conditions of probation or

parole; and (c) written or verbal recommendations or reports from parole
officers, counselors, and other qualified persons.
5. Requirements for conditional admissions may include but are not limited to
the following: (a) counseling; (b) facility usage restrictions, including denial
of university housing privileges; and (c) other measures deemed appropriate
to the support of the applicant and necessary for the university to maintain
an environment conducive to the educational mission of the institution.
6. Outright Denial of admission may be made where the criminal and related
data submitted are found to present an unacceptable and significant risk to
the university community which some form of conditional admission will not
reduce to an acceptable level.
·
7. The decision of the Admissions Review Panel Appeal Committee and all
supporting documents are automatically reviewed by the Vice President for
Student Life and Dean of Students Special Assistant to the President and
Assistant Director of Admissions and Technical Support to determine that
a~ropriate due process was gi"v"en and all relevant facts were considered. all
conditions are met by the student during their first semester at MSU. If
requirements are not met, the student will be asked to meet with the
Admissions Appeal Committee for further consideration.
Approved by Ronald G. Eaglin

Date: 11/12/1992

Paragraph 6 was created. This originally was the second part of paragraph 5.

Morehead State University
Enrollment Services
100 Admissions Center
Morehead, KY 40351

Dear Admission Review Panel:
This letter is to certify that the following is a complete list of my convicted criminal offenses.
Please present this letter to the Morehead State University Police Department for their review.
1. Offense - - - - - - - - - - - - - - - - - - - - - - - - - - - - Felony _ _ _ _ _ _ _ _ _.Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
City
County
State
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

2. Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Felony _ __ _ _ _ _ _ _.Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense - - - - - - - - - - - - - - - - - - - - - - - - - Penalt y_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
County
State
City
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

3. Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Felony _ _ _ _ _ _ _ _ _.Misdemeanor _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Penalty_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Location of Offense _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
State
City
County
Charging Law Enforcement Agency _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Print Name _ _ _ _ _ _ _ _ _ _ _ _ S.S. No. _ _ _ _ _ _ _ _ _ _ _ __
Signed_ _ _ _ _ _ _ _ _ _ _ _ _ _ Date _ _ _ _ _ _ _ _ _ _ _ _ __

If additional space is required, please use the backside of this form using the same format.

Number:

500. 01

Title: Review Process for Undergraduate Admissions Applicants
with Reported Criminal Convictions
Originator: Vice President for Student Life
Initial Adoption:

&

Dean of Students

4 / 21/92

Revision Dates:
I.

Purpose: To establish a review procedure and factors to .be
considered in determining the admissions status for applicants
applying for undergraduate admission who have self-reported
criminal convictions.

II.

Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify
-X- BOR policy, specify __U_n_d_e_r_g_r_a_d_u_a_t_e_A_d_1-)1i_s_s_i_o_n_S_t_a_n_d_a_r_d_s - - AP 1
- - UAR, specify
Other, specify _____________________

=

ill.

Scope (Who is covered by this UAR?):
All applicants for undergraduate admission to More.head
State University with self-reported criminal convictions.
Minor traffic violations and juvenile records protected
by statutes are exempt from reporting.

Attach a description of the UAR.
Approved

()
Date

-

UAR 5 00 .0 1

REVIEW PROCESS FOR
UNDERGRADUATE ADMISSIONS APPLICANTS
WITH REPORTED CRIMINAL CONVICTIONS

The Undergraduate Admissions Application requires applicants to report all criminal
convictions, other than minor traffic violations. In order to assess the suitability of such
applicants to the university community and identify any special conditions for enrollment,
the following procedures will be followed:
1.

Criminal data submitted through the application process will be reviewed and
verified by MSU's Office of Public Safety.

2.

Based upon review of the findings by the Office of Admissions, the applicant
will be:
a.
b.

admitted conditionally or unconditionally, or
required to meet with the Admissions Review Panel for further
consideration.

3.

The Admissions Review Panel will consist of the following: (a) Assistant
Dean of Students; (b) the Director of Student Development; (c) the Manager
of Public Safety; (d) the Director of Admissions; and (e) the Executive
Director of Student Services. At least three members must be present at each
review. Decisions will be made by a simple majority. Meetings and records
will be coordinated by the Director of Admissions.

4.

Factors considered in the review process may include but are not limited to:
(a) nature and degree of criminal conviction(s); (b) conditions of probation
or parole; and (c) written or verbal recommendations or reports from parole
officers, counselors, and other qualified persons.

5.

Requirements for conditional admissions may include but are not limited to
the following: (a) counseling; (b) facility usage restrictions, including denial
of university housing privileges; and (c) other measures deemed appropriate
to the support of the applicant and necessary for the university to maintain an
environment conducive to the educational mission of the institution. Outright
denial of admission may be made where the criminal and related data
submitted are found to present an unacceptable and significant risk to the
university community which some form of conditional admission will not
reduce to an acceptable level.

6.

The decision of the Admissions Review Panel and all supporting documents
are automatically reviewed by the Vice President for Student Life and Dean
of Students to determine that appropriate due process was given and all
relevant facts were considered.

Number:

501. ~

Title: Refunds and Repayments Policy and Procedures
for Financial Aid Recipients

Originator:

Office of Financial Aid

Initial Adoption:

06-15-92

Revision Dates:

09 - 06 - 94

I.

II.

Purpose: To update, in accordance with changes in federal regulations,
the Office of Financial Aid's refund and repayments policy and
procedures. These procedures are already in effect and being adhered
to, per law.
Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ Other, specify Regulations, student financial assistance programs,
U.S. Dept. of Education (Part 668)

III.

Scope (Who is covered by this UAR?):

All recipients of financial aid administered by Morehead State University,
including federal, state, institutional, and private sources. This supersedes
Attach a description of the UAR. procedures for Refunds and Repayments of Student
Financial Assistance initially adopted 1/2/82, and
t recently revised 6/15/92.

1/;o )9o/
~

1

Date

UAR Distribution List
The following shall receive a copy of the UAR # 501. o)_titled
Policy and Procedures for Financial Aid Recipients

x
X
X
X

Vice
Vice
Vice
Vice

President
President
President
President

for
for
for
for

Refunds and Repayments

Date:

09-06-94

Academic Affairs and Dean of Faculty
Administration and Fiscal Services
Student Life and Dean of Students
University Advancement

Academic Deans
Faculty Senate
Staff Congress
Student Government Association
Others:*
Internal Auditor

All originals will be filed in the Executive Vice President's Office, HM 205, and duplicates
in the Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

REFUNDS AND REPAYMENTS POLICIES AND PROCEDURES
For Financial Aid Recipients

I.

Definitions and Clarification
Refund: a refund of institutional charges that the school makes to a student, or
on behalf of the student, after the student has withdrawn from school.
Pro-rata Refund: a refund by the institution, for students considered to be firsttime students and withdrawing at or before the 60% point in time in the period
of enrollment, of not less than that portion of the tuition, fees, room and board,
and other charges assessed the student by the institution equal to the portion of
the period of enrollment for which the student has been charged that remain on
the last day of attendance by the student, rounded downward to the nearest 10
percent of that period, less any unpaid charges owed by the student for the period
of enrollment for which the student has been charged, and less a reasonable
administrative fee not to exceed the lesser of 5 percent of the tuition, fees, room
and board, and other charges assessed the student, or $ 100.
Repayment: the amount of the cash disbursement that a student must pay back
to the school if the student withdraws from school. The cash disbursement is the
payment from financial aid that the school makes to the student for living expenses
usually after the student's account has been credited for any school charges.
First-time Student: a student who is enrolled for the first time at this instirution
regardless of classification. This does include transfer students.
A student is considered to be attending the school for the first time if the student
has not:
1.
2.

previously attended one class at the school; or
received a refund of 100% of any charges for tuition and fees, less any
permitted administrative fee, for any previous attendance at the school.

Federal Family Education Loan Program (FFEL): this includes the Federal
Subsidized Stafford Loan, Federal Unsubsidized Stafford Loan, and PLUS Loan.
Workstudy awards are not considered in the refund/repayment calculation.
The date used to calculate the student's refund or repayment is the date the srudent
officially notifies the school that he/she has withdrawn.
- --~
Scholarships not designated to specific terms will be considered as an academic year
award.

Refund and Repayment calculations will only consider funds attributed to the payment
period not total aid for the award year.
Refunds and Repayments will be returned to the designated programs in the distribution
order established by the University and in compliance with Student Financial Assistance
Regulations. The funds returned to each program shall not exceed the award from that
program.
CAP Grant funds are not considered Title IV aid.
Morehead State University will withhold academic transcripts as a result of any
refund/repayment owed.
II.

Refunds for Students with Title IV Financial Assistance
Six steps to Refund calculations:
1.
2.
3.

4.
5.

Attribute all financial aid to payment period.
Calculate a pro-rata refund if the student is considered to be a first-time
student.
When the pro-rata refund does not apply, calculate the refund with both
the institutional refund formula and the Department of Education's
Standard Formula (Appendix A to Part 668, see Section V). Compare the
resulting refund amounts and use the largest refund.
Allocate the refund to the Title IV programs and the lender up to the
amount of the award for that payment period.
Allocate any remaining refund to the non-Title IV programs and the
student.

Refunds will only be calculated with paid institutional charges. No portion of an unpaid
scheduled cash payment may be included in the amount the institution may retain when
calculating the institutional refund.
The institution may collect remaining scheduled cash payments from the student if the
amount it may retain is not satisfied after calculating the refund.
If the unpaid amount of the student's scheduled cash payment 2.. the amount the
institution may retain under its refund policy, the institution must return all Title IV
assistance (other than FWS) paid for institutional charges for the payment period.
The amount of the refund returned to the Title IV programs may not exceed the amount
the student received for the period of enrollment for which th-e-student has been charged
and must be allocated to the Title IV programs in the following order:

Title IV Distribution Priority of Refunds:
1.

FFEL loans:

Federal Unsubsidized Stafford loan
Federal Subsidized Stafford loan
Federal PLUS loan

2.

Federal Direct loans:

Stafford
PLUS

3.
4.
5.
6.

Federal Perkins loans
Federal Pell Grant Program
Federal SEOG Program
Other Title IV, HEA Programs

Pell, SEOG, and Perkins refunds must be returned to the federal programs within 30 days
of the official withdrawal date. FFEL refunds must be returned to the lender within 60
days of the official withdrawal date.
If after satisfying the above requirement of Title IV refunds, a portion of the refund
remains, the remaining refund will be allocated in the following order:
1.
2.
3.

Ill.

CAP will receive a proportionate amount,
(CAP/Total Aid).
Calculate an adjusted remaining amount.
Adjusted remaining refund will be returned on a pro-rated contributed basis
to the other aid programs and the student.

Institutional Refunds for Students Without Title IV Financial Assistance
A student withdrawing from school will receive a refund of paid institutional charges for
the Fall and Spring semesters as follows:
1.

2.
3.
4.

Before the first day of class:
During the first five class days:
During the next ten class days:
During the next five class days:

100%

75%
50%
25%

After the first twenty class days of a semester, a student will not receive any refund for
tuition, fees, room, and required dining charges except in approved extenuating
circumstances. Meal plans are refunded on a weekly pro-rated basis.

Refunds for summer school attendance will be calculated on the following scale:
1.

2.
3.
4.

IV.

Before the first day of class:
During the first two class days:
During the next four class days:
During the next two class days:

100%
75%
50%
25%

Pro-rata Refund
Pro-rata refund calculations apply for any student who meets all of the following
conditions:
1.

2.
3.
Step 1:

is a first-time student.
withdraws at or before the 60% point in time in the period of enrollment
for which the student has been charged.
received Title IV aid.
Determine the pro-rata percentage by using the statutory formula:
# of weeks remaining in the period

for which the student was charged
# of weeks in the period for which
the student was charged
Round this resulting percentage down to the nearest 10%.
Step 2:

Determine the total institutional charges assessed the student for the period
charged.

Step 3:

Multiply the pro-rata percentage times the total charges assessed to arrive
at a preliminary refund amount.

Step 4:

To determine the pro-rata refund, subtract from the preliminary amount:
1.
2.

Step 5:

unpaid charges owed by the student for the period, and
an administrative fee of the lesser of 5% of
institutional charges, or $ 100.

Allocate and distribute the pro-rata refund in accordance with the refund
policies and procedures previously described in Section II.
---

--

. .._.;::-

V.

Department of Education's Standard Refund Formula (Appendix A to Part 668)
If the Pro-Rata calculations do not apply, the Department of Education's standard refund
formula, as described below, must be computed and compared to the institution's
calculated refund amount. The method which results in the largest refund amount must
be used.

VI.

1.

The institution must refund 100 percent of the tuition charges, less an
administrative fee that does not exceed the lessor of $ 100 or 5 percent of the
tuition, if the student submits written notice of cancellation on or before the first
day of classes for the period of enrollment for which the student was charged.

2.

The institution must refund at least 90 percent of the tuition charges if the student
submits written notice of cancellation between the second day of class and the end
of the first 10 percent (in time) of the period of enrollment for which the student
was charged.

3.

The institution must refund at least 50 percent of the tuition charges if the student
submits written notice of cancellation between the end of the first 10 percent (In
time) of the period of enrollment for which the student was charged and the end
of the first 25 percent (in time) of that period of enrollment.

4.

The institution must refj.md at least 25 percent of the tuition charges if the student
submits written notice of cancellation between the end of the first 25 percent (In
time) of the period of enrollment for which the student was charged and the end
of the first SO percent (in time) of the period of enrollment.

Repayments
If a student withdraws from school he/she may have to repay amounts received for living
expenses.
The repayment amount will be the difference of aid disbursed for living expenses
(excluding work earnings and FFEL Program loan proceeds) and living expenses incurred.
Living expenses are based on the Cost of Attendance used in the Office of Financial Aid
to calculate need. Living expenses are assumed to be incurred in the following manner
during the Fall and Spring semesters:
1.

2.
3.
4.

Before the first day of class:
During the first five class days:
During the next ten class days:
During the next five class days:

0%
25%
50%
75%

After the first twenty class days of the Fall or Spring semester, a student will not have a
repayment because 100% of the living allowance is assumed to be incurred.

Living expenses are assumed to incurred during the summer terms as follows:
1.

2.
3.
4.

Before the first day of class:
During the next two class days:
During the next four class days:
During the next two class days:

0%
25%
50%
75%

After the first eight class days of each summer term, a student will not have a repayment
because 100% of the living allowance is assumed to be incurred.
Repayment calculations will be done solely for Title IV aid. The Title IV distribution
priority of repayments is as follows:
1.
2.
3.
4.

Federal Perkins loans
Federal Pell Grant Program
Federal SEOG Program
Other Title IV, HEA programs

Workstudy, Stafford, SLS, and PLUS awards are excluded from the repayment calculation.
All repayments must be returned to the Title IV programs within 30 days of receipt of
funds from the student.
If the student received an overpayment, the student is required to repay the amount
overpaid unless that amount is less than $ 100. The federal regulations specify that an
amount less than $ 100 is not considered to be an overpayment.
If students or parents believe that individual circumstances warrant exceptions from the
published policy, and wish to appeal, they should contact the Vice President for Student
Life.

' .

.

Number:
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Purpose: To upda e, in accordance with federal regulations
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refund and repayme t policy and procedures.
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UAR 501. 0 1

REFUNDS AND REPAYMENTS POLICIES AND PROCEDURES

Definitions:

I.

Refund

&

1.

Refund - a refund of institutional charges that
the school makes to a student, after the student
has withdrawn from school in accordance with
f .e deral regulations.

2.

Repayment - the amount of the cash disbursement
that a student must pay back to the school if the
student withdraws from the program.
The cash
disbursement is the payment from financial aid that
the school makes to the student for living expenses
usually after the student's account has been
credited for any school charges.

Repayment

Six steps to Refund/Repayment calculations
1.
2.
3.
4.
5.
6.

Attribute all financial aid to payment period.
Calculate the refund and/or repayment
Calculate Title IV share of the refund and/or repayment
Allocate Title IV share of refund and/or repayment to
program accounts and lender.
Calculate other aid share of the refund and/or
repayment.
Allocate other aid share of refund and/or repayment to
program accounts.

Workstudy awards
calculation.

are

never

considered

in the

refund/repayment

The date used to calculate the student's refund or repayment
is the date the student officially notifies the school that he/she
is withdrawing.
Scholarships not designated to specific terms will be considered as
an academic year award.
Refund and Repayment calculations will only consider funds
attributed to the payment period not total aid for the award year.
Refunds and Repayments will be returned to the designated programs
in the distribution order established by the University. The funds
returned to each program shall not exceed the award from that
program.
CAP Grant funds are not considered Title IV aid.
Morehead State University will withhold academic transcripts as a
result of any refund/repayment owed.

UAR 50 1.01

II.

Refunds
If a student withdraws from school he will receive a refund of paid
fees for the Fall and Spring semesters as following:
1.
2.

3.

4.

Before
During
During
During

first day of class 100%
first five class days 75%
next ten class days 50%
next five class days 25%

After the first 20 class days of a semester the student will not
receive any refund for tuition, fees, and room charges except in
approved extenuating circumstances.
Refunds for summer school attendance will be calculated on the
following scale:
1.

2.
3.

4.

Before
During
During
During

first day of class 100%
first two class days
75%
next four class days - 50%
next two class days 25%

Meal plan refunds are calculated on a weekly pro-rated basis.
If financial aid and/or scholarship money was awarded to a student
then a portion of the refund must be returned to the Financial Aid
and/or Scholarship funds.
Refunds will only be calculated with paid fees.
The Title IV portion of the refund will be calculated as follows:
School refund to student X Total Title IV Funds= Amount to be
Total Aid
refunded
to
Title
IV
programs.
Distribution of Title IV refund will be in the following order.
1. SSIG
5. SLS
2. Perkins
6. PLUS
3. SEOG
7. Pell
4. Stafford
8. Byrd

* Refunds will be applied to the programs
sequence. SSIG refunds will be returned in
(SSIG/Total Aid) according to the state
refunds will be returned in amounts up
original award.

in the above priority
a proportionate amount
grant handbook. Other
to the amount of the

Pell, SEOG, SSIG, and Perkins refunds must be returned to the
federal programs within 30 days of the official withdrawal date.
Loan refunds must be returned to the lender within 60 days of the
official withdrawal date.
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After Title IV refunds are calculated, any remaining balance
of the refund will be returned in the following manner:
1.
2.
3.

CAP will receive a proportionate amount (CAP/Total Aid).
Calculate · an adjusted remaining amount.
Adjusted remaining refund will be returned on a pro-rated
contributed basis to the other aid programs and the
student.

III. Repayments
If a student withdraws from school he/she may have to repay
amounts received for living expenses.
The amount to be repaid will be calculated by taking the
difference between aid disbursed for living expenses - not
including work earnings and GSL proceeds - and living expenses
incurred. Living expenses incurred are computed in the following
manner during the fall and spring semesters:
1.
2.
3.
4.

Before
During
During
During

the
the
the
the

first day of class 0%
first five class days - 25%
next ten class days 50%
next five class days - 75%

After the first twenty class days of the fall or spring
semester a student will not have a repayment because 100% of the
living allowance is assumed to be incurred.
Living expenses incurred
calculated as follows:
1.
2.
3.
4.

Before
During
During
During

the
the
the
the

for

the

first day of class next two class days next four class days next two class days -

summer

term

will

be

0%
25%
50%
75%

After the first eight class days of the summer semester a
student will not have a repayment because 100% of the living
allowance is assumed to be incurred.
The living expenses are based on the Cost of Attendance used
in the Office of Financial Aid to calculate need.
Repayment of Title IV funds will be calculated according to
the following formula:
Repayment X Total Title IV Funds= Amount to be repaid
Total Aid
to Title IV programs
Distribution of Title IV repayments
1.

SSIG

2.
3.
4.
5.

Perkins
SEOG
Pell
Byrd
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Repayment distribution calculations will follow the same steps as
the refund distribution calculations.
Repayment calculations will be done solely for Title IV aid.
College Workstudy and Guaranteed student Loans (including SLS and
PLUS) funds will not be considered in figuring any repayment for
the student.
All repayments must be returned to the federal programs within 30
days of receipt of funds from the student.

* Repayments will be referred to the Department of Education if the
repayment is in excess of $100 after the school has attempted to
collect the overpayment .

UAR Distribution List
The following shall receive a copy of the UAR # 5 o1 . 01
Refunds and Repayments of Student
Financial Assistance
X

X

x
X

X
X

X

x

Vice
Vice
Vice
Vice

President
President
President
President

for
for
for
for

titled Procedures for
. Date:

6/15/92

Academic Affairs and Dean of Faculty
Administration and Fiscal Services
Student Life and Dean of Students
University Advancement

Academic Deans
Faculty Senate
Staff Congress
Student Government Association

Others:*
Office of Financial Aid
Mike Walters, Assistant Vice President,
Fiscal Services

All originals will be tiled in the Office of Planning, HM 204, and duplicates in the Library.

*Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: so2. 01
Title: Issuance of Academic and Administrative Facility Keys to Students

Originator:

Richard Green, Manager of Public Safety

Initial Adoption: 7 /21/95
Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
__
__
__
__
__

Ill.

To permit the issuance of keys to University-owned or controlled academic or administrative facilities to students
when necessary for the operation of the unit or program.

KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?):
All MSU students requiring keys to University-owned or -controlled
academic or administrative facilities.

Attach a description of the UAR.

(Description Attached)

1/2hs

Date

UAR Distribution List
The following shall receive a copy of the UAR #
Titled:
Date:

502.01 formerly UAR # 318.01

Issuance of Academic and Administrative Facility Keys to Students

7/21/95

X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Advancement

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

The only change in the UAR is the number.

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION

TITLE:

Issuance of Academic and Administrative Facility Keys to Students

PURPOSE:

To permit the issuance of keys to University-owned or -controlled
academic or administrative facilities to students when necessary for the
operation of the unit or program.

RESPONSIBILITY: It shall be the responsibility of the supervisor of the student(s) requiring
the key to complete a key request and obtain approval from the
appropriate dean or vice president.
APPLICABILITY:

The regulation applies to all MSU students requiring keys to Universityowned or -controlled academic or administrative facilities .

GUIDELINES:

The student's supervisor and appropriate dean or vice president determine
the necessity for issuing keys to students. Keys shall be issued to students
only when it is necessary for the operation of a unit or program.
A key request in the name of the student and authorized by the signature
of the supervisor and the dean or vice president shall be forwarded to the
Office of Public Safety for approval and issuance.
The key request must specify the issue date and the date the key is to be
returned to the Office of Public Safety. University keys shall be returned
to the Office of Public Safety at the end of an academic school year. A
new key request must be submitted for summer term(s).
The student receiving the key shall sign a key agreement at the Office of
Public Safety at the time of issuance.
Under no circumstances are students permitted to access University
facilities at times not authorized by their supervisor.
Violation of any part of the key agreement shall result in the revocation
of key privileges .

UAR NUMBER:

505.01

Formal Written Student Complaint Process

TITLE:

ORIGINATOR(S):

President; SACSCOC Accreditation Liaison; Dean of Students

INITIAL ADOPTION:

August 20 19

REVISION DATE(S):

AUDIENCE: (SELECT All THAT APPLY)
✓

FACU LTY

✓

STAFF

✓ STUDENTS

VENDORS

OTHE R (SP ECIFY):

PURPOSE:

To define and describe the formal written student complaint process that students may fo llow to request a resolution to a
grievance after the student has exhausted any established procedures available for address ing the issue.

SCOPE :

This policy applies to all students who fi le a complaint or request resolution to a concern: 1) that is not covered by
another existing policy/procedure; or 2) when the application of an existing policy/procedure di d not appropriately
address the concern. This policy applies to university emp loyees who are responsible fo r the resolution of a student
compl aint.
References:
Undergraduate Catalog
Graduate Catalog
Eagle Student Handbook
UAR 112 Academic Grievance Procedure
PG-5 Affirmative Action/Equa l Opportunity fo r Employment
PG-6 Sexual Misconduct Pol icy

DESCRIPTION {INCLUDE DEFINITIONS):

Morehead State University is committed to treating all students fairly and respectfully. Students should first attempt to
resolve their concerns informally through collaboration and discussion. Many issues may be resolved by meeting with
the concerned parties and/or scheduling an appointment to meet with a faculty or staff member and discussing the
concern in a clear, honest, and respectful way. Some issues may require resolution through an existing, prescribed
process (see references). Not every written inquiry or concern from a student constitutes a fonna l written student
complaint. Formal written student complaints typically involve requests for resolution after a student has been denied an
action or service that the student believes is merited and after the student has exhausted any existing procedures to
resolve the concern. If a student concern cannot be resolved informally, or through an existing process, then the student
may file a formal complaint through the Dean of Students.
Note: The formal written student complaint process is not intended to serve as an appeal to a prior decision. If a
student's concern was resolved through an existing process that was properly administered and fundamentally fair, then
the student's complaint is typically considered resolved.
Submitting a forma l written student complaint:
Step l . Students have two options for the submission of a formal written student complaint:
Option l. Submit a formal written student complaint through the onli ne Complaint Form:

www .mt rcllcnd stalc. du/Studcnt -/\ffairs/Dc,m-or- tutl ·111 s/Stucknt-l landboo!Jt 'om Jlai111-Form
Option 2. Mail or deliver a formal written student complaint to:
Dean of Students
227 Adron Doran University Center
Morehead, Kentucky 40351
The following information must be included for the submission to be considered a formal written student complaint: 1)
student first and last name; 2) student MSU ID Number; 3) student MSU email address; 4) specific information about the
complaint - include dates, persons, and other pertinent information related to the complaint; 5) steps the student has taken
to resolve the complaint; and 6) explanation of what the student would consider to be a satisfactory resolution to the
complaint. If submitted in writing, the student's signature must be included in the complaint. Anonymous complaints
are not accepted.
Step 2. Upon receipt of a written student complaint, the Dean of Students will contact the student via email to confirm
receipt of the complaint. If the complaint is incomplete or lacking sufficient information, the Dean of Student will notify
the student that more infonnation is needed before the compla int is cons idered a formal written student complaint. If
another process of resolution is prescribed by an existing policy and the student has not fo llowed the process, the Dean of
Students will inform the student of the correct process and the submission will not be considered a formal written student
complaint.
Step 3. If the written complaint contains sufficient information about the grievance and the student has exhausted the
existing procedures to resolve the grievance (if applicable), then the Dean of Students will record the complaint in the
complaint tracking log and forward the complaint to the office responsible for resolution (responsible office):
•
•
•
•
•

Undergraduate Academic Affairs Complaints: Associate Provost, UESS
Graduate Academic Affairs Complaints: Associate Provost, RSPR
Employee and Employment Matters: Director, Human Resources
University Facilities, Property, and Auxiliary Service Complaints: A VP, Facilities &
Operations
Student Affairs Complaints: VP, Student Affairs or Dean of Students

..
APPROVED BY:

DATE:
PRESIDENT: _ _ _ _--.,UL....-+-1~__;__ _--JL._ _ _ __ __ _ _ _ DATE:

7/-zrj.2.0/7
~-2,.//
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MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

100.01

News Media Relations

Originator:

Keith R. Kappes

Initial Adoption:

4/18/00

Revision Dates:

I.

Purpose:

II.

Procedural Reference for:
__
__
__
__
___

Ill.

To address administrative responsibility
for providing timely and accurate
information about Morehead State
University to news media representatives .

KRS, specify ____________________
CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _________________
UAR, specify ____________________
Other, specify ___________________

Scope (Who is covered by this UAR?): This regulation applies
to all Morehead State University empl o yees .

Attach a description of the UAR.

(Description Attached)

UAR Distribution List
The following shall receive a copy of the UAR#
Titled :

100.01

News Media Re lations

Date:
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students
Vice President for University Relations

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

Others:*

All originals will be filed in the Office of Academic Affairs, H-M 205 and duplicates in the
Library.

!\ppropriate VP is responsible for distribution to those people in his/her division .
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MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION
TITLE:

News Media Relations

PURPOSE:

To address administrative responsibility for providing
timely and accurate information about Morehead State
University to news media representatives.

DEFINITIONS:

News Media Representative: A person employed by
or otherwise acting on behalf of a professional news
gathering organization or a student staff member of an
on-campus news media laboratory, i.e., The Trail
Blazer and News Center.
Official Press Release or Statement: Printed,
electronic or verbal information which constitutes the
University's position on events, incidents or other
developments in which there is a current or potential
interest by news media representatives.
Official News Media Spokespersons: The President,
Vice Presidents, Legal Counsel, Director of Public
Safety, Director of University Communications and
Sports Information Director are authorized to issue
official statements to the news media on behalf of the
University without specific authorization from the
President or Board of Regents.

APPLICABILITY:

This regulation applies to all Morehead State
University employees.

RESPONSIBILITY:

Vice Presidents are responsible for ensuring that this
regulation is administered.

GUIDELINES:

1. Morehead State University has long held to the
principle that its credibility depends upon its
willingness to present information openly and
accurately, regardless of the situation. Public
understanding of the University's policies, plans and
programs is strengthened through establishment and

UAR 700.01

maintenance of good relationships with news media
representatives.
2. The University recognizes that the best means of
developing such relationships is by providing timely
and accurate information to the news media in an
atmosphere of mutual respect and candor. In the event
of controversy, as well as in routine matters, it is the
responsibility of the Director of University
Communications to work with those most directly
involved to coordinate the release of official press
releases and statements, to respond to inquiries from
news media representatives and to offer assistance as
requested or required.
3. The University may choose to state its position
through the issuance of official press releases or
through verbal comments by an official news media
spokesperson. No member of the University
community is prohibited from responding to news
media inquiries but only designated spokespersons are
authorized to issue official statements on matters of
institutional policy.
4. Members of the University community who choose
to provide information in response to inquiries from
news media representatives are encouraged to verify
the accuracy of their information and to be aware of
the ethical and legal ramifications of their actions. The
University also recognizes the right of any person
associated with the University to decline to respond to
inquiries from news media representatives. Inquiries
in such situations should be referred immediately to
the Director of University Communications as a matter
of professional courtesy. The Director of University
Communications, in turn, may determine that the
University's interests would be best served by
responding directly to the news media representative
or by referring them to another official spokesperson.

'

.

MOREHEAD STATE UNIVERSITY
ADMINISTRATIVE REGULATION --- No. 700.01
TITLE:

News Media Relations

PURPOSE:

To address administrative responsibility for providing
timely and accurate infonnation about Morehead State
University to news media representatives.

DEFINITIONS:

News Media Representative: A person employed by
or otherwise acting on behalf of a professional news
gathering organization or a student staff member of an
on-campus news media laboratory, i.e. , The Trail
Blazer and News Center.
Official Press Release or Statement: Printed,
electronic or verbal information which constitutes the
University's position on events, incidents or other
developments in which there is a current or potential
interest by news media representatives.
Official News Media Spokespersons: The President,
Vice Presidents, Legal Counsel, Director of Public
Safety, Director of University Communications and
Sports Information Director are authorized to issue
official statements to the news media on behalf of the
University without specific authorization from the
President or Board of Regents.

APPLICABILITY:

This regulation applies to all Morehead State
University employees.

RESPONSIBILITY:

Vice Presidents are responsible for ensuring that this
regulation is administered.

GUIDELINES:

1. Morehead State University has long held to the
principle that its credibility depends upon its
willingness to present information openly and
accurately, regardless of the situation. Public
understanding of the University' s policies, plans and
programs is strengthened through establishment and
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maintenance of good relationships with news media
representatives.
2. The University recognizes that the best means of
developing such relationships is by providing timely
and accurate information to the news media in an
atmosphere of mutual respect and candor. In the event
of controversy, as well as in routine matters, it is the
responsibility of the Director of University
Communications to work with those most directly
involved to coordinate the release of official press
releases and statements, to respond to inquiries from
news media representatives and to offer assistance as
requested or required.
3. The University may choose to state its position
through the issuance of official press releases or
through verbal comments by an official news media
spokesperson. No member of the University
community is prohibited from responding to news
media inquiries but only designated spokespersons are
authorized to issue official statements on matters of
institutional policy.
4. Members of the University community who choose
to provide information in response to inquiries from
news media representatives are encouraged to verify
the accuracy of their information and to be aware of
the ethical and legal ramifications of their actions. The
University also recognizes the right of any person
associated with the University to decline to respond to
inquiries from news media representatives. Inquiries
in such situations should be referred immediately to
the Director of University Communications as a matter
of professional courtesy. The Director of University
Communications, in tum, may determine that the
University's interests would be best served by
responding directly to the news media representative
or by referring them to another official spokesperson.

Approved April 18, 2000, by President Ronald G. Eaglin

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION

(UAR)
Number:
Title:

701.01

Web Publishing Regulation

Originator:

Vice President for University Relations

Initial Adoption: December 15, 2004
Revision Dates:
I.

II.

Purpose:

Procedural Reference for:
61. 980-61. 988
_ _ CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ X_ BOR policy, specify PG-55
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

_x_ KRS, specify

_

Ill.

The purpose of the Web Publishing Regulation is to provide an
electronic information and communication service of use to all
of the University's constituencies.

X_ Other, specify

Digital Millennium Copyright Act (DMCA)
Americans with Disabilities Act (ADA)
Internet/World Wide Web Publishing Standard,
Governor's Office of Technology

Scope (Who is covered by this UAR?): This UAR applies to all University
Administrators, full-time and part-time faculty, staff, students, members of
the Board of Regents, volunteers, contractors and guests. This policy shall
apply to all material residing on the Morehead State University Web server.
Additional reference material for this policy is available via the Web
Resource Center, www.moreheadstate.edu/wrc.

Attach a description of the UAR.

(Description Attached)

/

Da

UAR 701.01

UAR Distribution List
The following shall receive a copy of the UAR# 701.01
Titled:

Web Publishing Regulation

Date: December 15, 2004
X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Potter

X

General Counsel

Others: *

All originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.

UAR NUMBER: 701.01
TITLE: Morehead State University Web Publishing Regulation
INITIAL ADOPTION: 12/15/04
REVISION DATES:
PURPOSE: The purpose of the MSU Web Publishing Regulation is to provide an
electronic information and communication service of use to all the University's
constituencies. The Web site serves as a resource that conta ins general university
information , public relations and admissions information, information about
departments and organizations, current news and schedules, information about
students, faculty, staff and alumni, and links to and suggestions about Internet
resources beyond the University. The site also serves as a critical academic resource,
hosting class sites, course projects, student work, teaching resources and research
projects . Users of the MSU Web site are interactive participants who create and
access info rmation on the· site.
PROCEDURAL REFERENCE FOR:

•

KRS 61.980-61.988

•

PG-55

•

Digital Millennium Copyright Act (DMCA)

•

Americans with Disabilities Act (ADA)

•

Internet/World Wide Web Publ ishing Stand ard, Governor's Office of
Technology

SCOPE (Who and what is covered by this UAR?): This UAR applies t o all
University Adm inistrators , full-time and part-t ime faculty, staff, students, members
of the Board of Regents, volunteers, contractors and guests . This regulation shall
apply to all mate rial -residing on the Morehead Stat e University Web server .
Additional reference material for this regulation is available via the Web Resou rce
Center, www .moreheadstate .edu/wrc .

. I.

WEB SITE RESPONSIBILITIES

A. Morehead State University's World Wide Web pages are considered
University publications as well as campus-wide information sources. The
Director of University Marketing, Web Editor, Web Content Architect, and
other marketing staff in the Division of University Relations oversee the
structure and development of the Morehead State University home page and
determine guidelines for consistent design, writing style and accuracy of
official information for the home page (http://www.moreheadstate.edu) and
all other official University sites and/or pages. University Marketing is
responsible for the graph ic design, visual branding, and overall architecture of
· the site.
B. The Web Editor, along with the assistance of other University Marketing
staff, is responsible for ensuring site-wide compliance with federal
accessibility laws and/or guidelines including, but not limited to, the
Americans with Disabilities Act (ADA), in accordance with KRS 61.980-61.988
and the Internet/World Wide Web Publ ishing Standard from the Governor's
Office of Technology. As an institution receiving federal funds, Morehead
State University is held to a higher standard than commercial or private Web
sites in regards to ADA accessibility. While a sub -site of MSU's Web presence

may meet ADA guidelines when independently reviewed apart from the
context of a larger institutional site, this does not guarantee Morehead State's
total ADA compliance on the Web. The site must be reviewed as a whole.
Determination of ADA compliance of any portion of MSU's Web presence is
made by the Web Editor.
C. The Director of University Marketing is designated as the Digital Millenium
Copyright Act (DMCA) agent for the institution. As such, he/she is
responsible for ensuring there is no illegal and/or inappropriate use of
copyrighted information, images, or other digital media on the University Web
site and/or server. Copyright infringement complaints or questions about
copyright use on the Web should be directed to the Director of University
Marketing.

D. Technical maintenance of the MSU University Web Site server and
operating system shall be the shared responsibility of the Offices of University
Marketing and Information Technology.
E. All University, department, organization and/or personal Web material
should reside on the official University Web servers. No other servers should
be operated on the university network without special permission from the
Division of University Relations. As per PG 55, no unauthorized servers are
permitted without authorization from the Vice President for Planning, Budgets
and Technology. Exception is to be made for certain academic resources with
approved external hosting, including Camden - Carroll Library, Distance
Learning, and other academic service needs.
F. Regulations for the Morehead State University Web site are set by Senior
Staff on recommendation of the Division of University Relations and the Office
of Information Technology.
G. Maintenance of the technology, software, files and core content of the
Morehead State University Web server used for marketing purposes shall be
the responsibility of the Office of University Marketing staff in cooperation
with the Office of Information Technology. University Marketing staff shall
administer all Web publishing accounts; enforce all Web policies and
regulations in regards to copyright, accessibility, style, and content;
administer site setup and configuration; maintain a high standard of quality
for pages on the site and be responsible for the MSU home page, all top-level
"portal"/menu pages and special pages for projects that do not otherwise
have the resources to create their own pages (as assigned by the President,
Vice President for University Relations, or Assistant Vice President for
University Relations).
H. Academic and administrative departments/programs are responsible for
the content contribution for their own Web pages on the MSU Web server by
appointing an individual who will take responsibility for the content. The
department/program may have more than one individual create, update, and
maintain the material as long as the individual responsible for the site
approves the content and materials. Contact information for the department
shall be placed on every page maintained by the department or organization.
Final approval of all MSU official pages ultimately resides with the Office of
University Marketing to ensure consistency and accuracy.

I. University-sanctioned student organizations may produce their own Web
presence on the University Web server by naming a Web manager whose

name must be reported to Student Life. The organization's name and a
contact e-mail address shall be placed on every page . Organizations that do
not maintain an active site manager will lose the right to hold a Web page on
the University server.

J. Individuals who are responsible for the content of a department or
organization Web site must keep all materials up-to-date and must remove all
outdated materials and delete all files that are no longer in use.
K. Collection of information from alumni of Morehead State University via the
Web will be the primary responsibility of Alumni Relations. Requests for
exception require the approval of the Director of Alumni Relations. If
exceptions are made, information collected (alumni directory information,
updates, etc.) is to be shared with the Office of Alumni Relations for purposes
of maintaining the alumni database.
L. Departments, organizations and individuals that wish to place information
on the MSU Web site should contact the Web Content Architect to obtain an
account and password along with technical information. All account holders
must read and agree to follow the Morehead State University Web regulation.

II.

WEB SITE CONTENT REGULATION AND GUIDELINES
A. GENERAL REGULATION
1. Morehead State University recognizes the value and potential of providing
University information via the Internet. The University administration,
departments, programs, organizations, faculty, staff and students are
encouraged to publish information consistent w ith the mission and policies of
Morehead State University. I nformation placed on the MSU Web site plays an
important role in developing and maintaining the strong reputation and image
of the University. It should be creative, diverse and in good taste. The Web
site is an open public document available to anyone, anywhere in the world.
Those who place information on the site must realize the responsibilities
inherent in this form of electronic publishing.

2. All content must comply with local, state and federal laws including, but
not limited to, copyright, accessibility, libel and indecency statutes.
Photographs and personal information about an individual must not be
included without the appropriate permission .
3. All content must be consistent with the mission, interest, standards and
policies of Morehead State University.
4 . The use of Morehead State University Internet and/or Web resources for
private business or commercial activities is strictly prohibited. Fund raising,
merchandising, solicitation, or advertising on the MSU Web site by
departments and organizations is allowed only with permission of the Vice
President or Assistant Vice President for University Relations.
5. Faculty, staff or students who wish to use MSU Web resources to host a
site for an organization not affiliated with Morehead State must receive
permission from the Vice President or Assistant Vice President for University
Relations. MSU may host a Web site for an external club or organization
provided there is a legitimate academic use for the site. Permission will be
granted based on consistency with the mission of the University and the
demand on Web resources. Any external site hosted by MSU must designate a

faculty/staff sponsor at Morehead State who will be responsible for updating
the content. The sponso r shall have his/her name and e-mail address placed
on every page produced by the organization.
6. Morehead State University reserves the right to restrict or limit the file
sizes of any department, organ ization or individual in order to conserve
limited server resources.
7. MSU reserves the right to remove any content from its servers at any time
without prior notification to the creator, including inappropriate or obscene
material, copyrighted material, or material that misrepresents MSU and/or its
constituents. The creator will be notified of this action, and appeal of the
removal of content may be made to the Director of University Marketing.
8. Violation of Web site regulations may result in immediate revocation of
Morehead State University Web site personal publish ing privi leges, and
possible further discip linary action against the person responsible for the
violation. All University disciplinary policies and penalties apply to violations of
Web site regulations .
9. Registering doma in names outside the moreheadstate.edu domain for
official University use without express written permission from the Vice
President for University Relations is prohibited.
B.

DIVISION/COLLEGE/DEPARTMENT /UNIT PAGES

1. Divisions/colleges/departments/u ni ts are respons ible for supplying content
t hat is current and accurate on th ei r site . Basic layout w il l be delivered
t hro ugh a template -driven system , allow ing maintainers to concentrate on the
info rmation they provide and t he nia·nner. i.n wh ich they do so. There is a
min imum set of content requ ired ofa ll colleges, departm ents, units, etc. to
allow for consisten cy across t he institu ti onal site . The se areas w ill be
established as part of the t emplate navigation.

2. Departments may have additional links on their primary navigation specific
to their areas. Links to external sites are permitted, as appropriate to the
miss ion and services of each division, college, department, or un it. External
links should be properly discla imed . Official disclaimer language for links to
external sites is available v ia t he Web Resource Center,
www.moreheadstate.edu/wrc.
3. Faculty and staff are encouraged to have a personal Web page within the
Content Management System to link to their department/unit page but are
not requ ired to do so by University regulation. This determination is left to
ind ividual units.
C.

OFFICIAL WEB SITE STYLE REGULATIONS AND GUIDELINES

1. Because Web visitors can enter a page directly, without going through the
Morehead State University home page or another top level page, it is
important to identify each page as part of the MSU Web site. Therefore, every
Web page will include a standard header and footer as designed by the Office
of University Marketing and controlled through the Content Management
System . Each page will include a collage image to establish consistency
across the site as well as with printed materials . Individual contributors may
develop a collage on their own or request design assistance from University

Marketing. All final designs must be approved by University Marketing. The
only exceptions to this regulation will be made for officially registered
MSU.com sites including: Morehead State Public Radio (msuradio.com),
Kentucky Folk Art Center (kyfolkart.org), Kentucky Center for Traditional
Music (kctm.info), and Eagle Athletics (msueagles.com). Any exceptions to
this regulation may be submitted after January 15, 2005 to the Office of
University Marketing for review.
2. All uses of the MSU graphic identity must be the official marks of the
University. No other use of the logo or typemark is allowed on the Web site.

D.

PERSONAL PAGE REGULATIONS

1. Morehead State University encourages all faculty, staff and students to
create personal sites as a professional development and growth opportunity.
While the content of those sites must be consistent with the mission of the
University, it should also reflect the creative talents, unique abilities and
interests of the individual.
2. All personal sites must be linked and listed in the personal site directories
reserved for students and faculty/staff. The directories will be maintained by
the Web Content Architect.
3. Individual providers assume all liability and responsibility for information
on their personal sites. MSU guarantees no previous-to-publishing editorial
control or review over the content.
4. Information on Morehead State University's Web server may not be used
in any manner prohibited by law or disallowed by licenses, contracts,
copyrights, or university policies and regulations. If you encounter any
violation of the above restrictions, please let us know by e-mailing
webeditor@moreheadstate.edu, or writing the Director of University
Marketing, Morehead State l:Jniversity, 30 Allie Young, Morehead, KY 40351.
5. Morehead State University reserves the right to remove any content from
its server at any time without prior notice to the creator, including
inappropriate or obscene material, copyrighted material, or material that
misrepresents MSU and/or its constituents.

III.

CHANGES TO THE REGULATION

The World Wide Web is an evolving medium and this regulation is written
based on current technology and use at Morehead State University.
Suggestions for updates and changes of the regulation may be directed to the
Director of University Marketing. The regulation will be reviewed and revised,
if necessary, on an annual basis.

UAR Distribution List

The following shall receive a copy of the UAR# 701.01
Titled:
Date:

Web Publishing Regulation

December 15, 2004
X

Provost and Executive Vice President

X

Vice President for Administration and Fiscal Services

X

Vice President for Planning, Budgets and Technology

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Vice President for Development

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

X

General Counsel

Others:*
Debbie Abell, Dan Connell, Bev McCormick
Larry Besant, Loretta Lykins, Carole Morella

All originals will be filed in the Office of The Provost in H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 702.01
Title: VIP Protocol

Originator:

Keith R. Kappes

Initial Adoption:
Revision Dates:

I.

II.

Purpose: To assist members of the university community planning special
events with guidelines on the appropriate treatment of prominent persons,
also known as VIPs, whose respect and goodwill are beneficial to the
University's interests. Another key objective of a written VIP Protocol is to
make the most effective use of the President's time and participation in
university, community and other events.
Procedural Reference for:
_ _ KRS, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ Other, specify _ _ _ _ __

Ill.

Scope (Who is covered by this UAR?): All Morehead State University
employees.
•

Attach a description of the UAR.

(Description Attached)

Approved by:

Date
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UAR NUMBER: 702. 01
TITLE: VIP Protocol
ORIGINATOR: Keith R. Kappes
INITIAL ADOPTION: June 1, 2007
REVISION DATES:
PURPOSE: To assist members of the university community planning special events
with guidance on the appropriate treatment of prominent persons, also known as VIPs ,
whose respect and goodwill are beneficial to the University's interests. Another key
objective of a written VIP Protocol is to make the most effective use of the President's
time and participation in university, community and other events .
SCOPE (Who is covered by this UAR?): All Morehead State University employees.
DEFINITIONS:

Protocol: Protocol is the accumulation of customs and regulations
that deal with ceremonies and etiquette. Protocol is not just a show
of ceremony; it reflects the observance of mutual respect and
consideration between individuals as well as organizations. While
good manners are the rules followed in everyday contact with other
people, protocol is the set of rules which prescribes good manners
in official life and in ceremonies.
VIPs: Persons of great importance or influence whose positions
entitle them to special treatment, including the President of the
University, members of the Board of Regents , elected and/or
appointed local, state and federal officials , corporate executives ,
college and un iversity presidents and other distinguished
individuals. VIPs often are informally described as "very important
persons ."

APPLICABILITY:

This regulation applies to all Morehead State University
employees .

RESPONSIBILITY:

Vice Presidents are responsible for ensuring that this
regulation is administered.

GUIDELINES:

1. Scheduling the President
If you would like the President to participate in an event, the
Office of the President must schedule the event on his/her
calendar. Before reserving meeting space, sending out
invitations, or contracting any services on the presumption of
the President's availability, the event should be reviewed to
determine the President's availability and scheduled on the
President's calendar. It is important to note that the
President's schedule is subject to change and even when
things are confirmed in advance , there are circumstances
that necessitate cancellations and changes such as having a
designee represent the President. Also, requests for the
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President's participation should be routed through the
appropriate dean , or vice president's office.
2. Scheduling and Inviting Members of the University's
Board of Regents
Members of the University's governing board are busy,
successful persons who serve MSU without compensation.
Efficient use of their time is a professional and personal
courtesy. Accordingly, scheduling or other communication
with members of the Board of Regents is coordinated
through the Office of the President. Regents normally would
not be invited to events which do not involve the President.
The Office of the President is advised of any contact with
members of the Board of Regents relating to official
University business .
3. Scheduling and Inviting Appointed and/or Elected
Officials
Scheduling and inviting appointed and/or elected local , state
and federal officials , as well as other important dignitaries , to
the University should result in positive exposure. By doing
so , MSU expands its reach and influence. The President
should be the person extending such invitations , whenever
feasible . Those desiring to extend such invitations should
notify the Office of the President for specific guidance in
each situation. In the event of a visit from the governor or
lieutenant governor of Kentucky, a member of Congress or
of the Kentucky General Assembly or the Rowan County
Judge-Executive or the Mayor of Morehead , they are
greeted by the President who also introduces and/or
recognizes them at events where he/she is presiding.
Appointed state and federal officials may be greeted and/or
introduced by a vice president or dean , if so designated by
the President. Each situation is handled individually with the
Office of the President central to all decisions regarding
arrangements .
4. Use of the Heritage Room
The Heritage Room of the Adron Doran University Center is
reserved for use by the President to host events for officials ,
dignitaries and other persons of special importance. No
other events may be scheduled in the Heritage Room
without the approval of the Office of the President.
5. Use of the President's Home
The historic President's Home is the private residence of the
President and his/her spouse , known as the First Family.
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Activities in the President's Home are hosted by the First
Family. No event may be scheduled in the President's
Home without the personal approval of the President. In
rare instances , when the President is unable to attend , he or
she may appoint a member of his/her staff to represent
him/her. The President may co-host an event with another
vice president, dean , or representative from a universityaffiliated or community organization . The President is always
listed first as a co-host.

6. Invitations
No one is authorized to invite any of the aforementioned
officials or dignitaries to an event sponsored or hosted by the
University without the approval of the Office of the President.
It is expected that official invitations from the University will
include the following :
1. University Seal
2. Name(s) of hosts
3. Phrasing of invitation
4. Type of event
5. Purpose of event
6. Date
7. Time
8. Place
9. Special Instructions
10. How to respond
Formal Example :

President and Mrs. Wayne D. Andrews
Request the honor of your presence
At a reception and dinner
honoring
The Honorable Harold Rogers , Member of Congress
Thursday, the twenty-fifth of March
Six thirty in the evening
Dinner begins at eight _
o'clock
The President's Home
300 Battson-Oates Dr., Morehead , KY
Kindly reply by the 12th of March to Carol Johnson by phone at
606-783-5149 or by e-mail to c.johnson@moreheadstate.edu
Valet parking
Black Tie
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Informal Example

The wording you choose on the invitation must be correct.
RSVP is actually an abbreviation for a French phrase which ,
when translated , literally means "answer please". Use the
phrases , "kindly reply," reply" or "RSVP. " No word precedes
"RSVP ."
Determine an appropriate person , place , and process for
receiving your guests' responses . With today's technology
there are several acceptable options , but above all, provide
your guests with the opportunity to speak with a person .
There are times when a guest has a situation that they would
like to talk personally about, such as food allergies or
accommodation of a disability. Invitations for MSU events
should inclu~e RSVP instructions in the following order:
• Full name of employee receiving responses
• Employee's phone number
• Employee's e-mail address
• Automated voice-mail response number and/or
Web site for responding
• Deadline for responses

MSU LOGO HERE
You and a guest are invited to join
President and Mrs. Andrews for the
Annual Faculty-Staff Picnic
Saturday, Sept. 15, 2006
5 p.m. to 6:30 p.m.
Jayne Stadium
Call Carol Johnson at 3-5149 for more information .
Register your attendance at the Web site :
www.moreheadstate.edu/picnic
Rain location will be the Academic-Athletic Center

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number: 703.01
Title: Communications, Media Relations & Marketing Policy
Originator:

Asst. Vice President Communications & Marketing Jami Hornbuckle

Initial Adoption: September 28, 2010
Revision Dates:

I.

II.

Purpose: The Morehead State University Office of Communications & Marketing has
primary responsibility for the coordination of an integrated marketing
communications and branding program. This policy covers such activities as media
relations, news releases, official statements, University publications,
advertisements, the institutional Web site and social media presences, and other
official forms of communication. It also serves to describe the procedures to be
followed when using the University logo, seal, or name in materials.
Procedural Reference for:
__
__
__
__
__

Ill .

KRS-, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
CPE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify
331.01, 700.01 & 701.01
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): All Morehead State University personnel and
other affiliated employees. The Department of Athletics will be exempted;
however, Athletics will follow institutional branding campaigns and guidelines
where appropriate and will coordinate marketing efforts with the Office of
Communications & Marketing.

Attach a description of the UAR.

(Description Attached)

UAR Number: 703.01
Title: Commu nications, Med ia Relations , & Marketing Pol icy
Originator: Asst. VP Commun ications & Marketing - Jam i Hornbuckle
Initial Adoption: 09/28/2010
Revision Dates: N/A
Purpose: The Morehead State University Office of Communications & Marketing has primary
responsibility for the coordination of an integrated marketing commun ications and brand ing
program . Th is policy covers such activities as media relations, news releases , official statements,
Un iversity publications , advertisements, the institutional Web site and social media presences,
and other official forms of communication . It also serves to describe the procedures to be
followed when using the Un ivers ity logo, seal, or name in materials.
Scope (Who is covered by this UAR?): All Morehead State Un ive rsity personnel and other
affiliated employees. The Department of Athletics will be exempted ; however, Athletics will
follow institutiona l branding campaigns and guidelines where appropriate and will coordinate
marketing efforts with the Office of Commun ications & Marketing .
Applicability: This regulation applies to all Morehead State Un ivers ity employees , departments,
programs, offices and officiall y affiliated agencies , unless otherwise noted .
Responsibility: The Division of University Advancement/Office of Communications & Marketing
has primary responsibil ity for this UAR. The Chief of Staff and Vice Presidents are responsible for
ensuring that this regulation is administered .
Related References: UAR 331 .01 , UAR 700.01 , UAR 701 .01
Guidelines
A. Branding
1. Logos and Marks
The seal, logos , word marks, and mascot of Morehead State University are copyrighted . They
may be used on ly with the authorization of the University through the Office of Commun ications &
Marketing or the Assistant Director of Alumn i & Constituent Relations (Licensing Coordinator).
Likewise, the name of the University may not be used for commercial purposes or purposes other
than official business without the express consent of OCM .
2. The Official Name
The official name of the Un iversity is Morehead State Un iversity.
a.
b.
c.
d.

The official university name (Morehead State University) should be used
in first references in all formal communications.
Second references may be abbreviated as Morehead State or MSU .
The University shall not be referenced as simply Morehead .
Reg ional campuses shall be referenced as Morehead State University or Morehead
State at (insert location) or MSU at (insert location).

3. Additiona l Style & Brand ing Guidelines
Additional style and branding guidelines are available through the on line Branding Style Guide.
All offices, programs and departments affiliated with Morehead State University are required to
follow this guide.

B. Printed & Electronic Marketing Communications
1. General Procedures
Un iversity departments preparing publications (newsletters , magazines, booklets, fl iers , program

brochures, posters , signs, etc.) , advertisements (electronic and print), photographs, Web pages,
and/or audio-visual presentations intended for an external audience must first contact the Office
of Commun ications & Marketing. OCM must approve all external audience marketing
communications. Academ ic and conference presentations are not subject to this review.
The Office of Communications & Marketing will review and authorize each print project, then
assign each project a job number and either:
a. write, edit, design and produce the piece(s) and arrange for printing through
Document Services;
b. assign the job to an authorized off-campus vendor for editorial, graphic and/or printing
production should these services be unavailable on campus; or
c. work closely with campus representatives to complete the project within University
standards for the intended audience.
In most cases, the originating department will be responsible for costs associated with producing
a/the product(s) .
Electronic advertisements, Web pages, videos, and audio-visual promotional programs will also
be assigned a job number and , in most cases, be executed or coord inated by the Office of
Communications & Marketing . At its discretion , the Office of Communications & Marketing may
assign such jobs to authorized off-campus vendors for production .
OCM has responsibility for fin al approval of all text, messages, desig n, photographs , Web page
content and design , graphic representations and artwork for work it prepares and for vendorassigned jobs.
All copying and printing is to be completed through Document Services. Document Services, a
un it within Auxiliary Services, will accept only those purchase requisitions for composition ,
printing, advertising, photog raphy and/or audio-visual services that bear the approval of the Office
of Communications & Marketing .
Document Services, authorized vendor(s) , and/or campus representatives will operate under the
Office of Commun ications & Marketing direction with regard to editorial style (including approved
Un iversity facts), graphic standards and University messages and images. OCM will supply the
vendor(s) with editorial and graphic style guidelines and updates as appropriate.
Web Content Authors and Contributors will adhere to MSU style via Web templates as delivered
within the institutional content management system .
All university advertising placement/buying should be coordinated through the University's
centralized media buying process by contacting the Office of Communications and Marketing to
ensure 1) appropriateness and consistency of University messaging and image and 2) that the
university rece ives the most competitive rates possible for all its advertising purchases.
Departments preparing publications for large groups of employees for the purpose of
communicating University business outside of a memo (i.e. newsletter, video , multimed ia
presentation), should follow the above steps . Departments preparing materials that will be seen
or used by small groups of internal audiences or used with students in the classroom may either:
a. handle their own arrangements for formats based on the Un iversity's Branding Style
Guide , where applicable; or
b. contact the Office of Communications & Marketing , which will suggest production
arrangements for the department.
2. Letterhead , Envelopes, Business Cards and Direct Marketing
University divisions and departments must comply with standard layouts for letterhead ,

envelopes, business cards and other direct marketing mail pieces.
3. Digital Publ ications
The procedu res and gu idelines set forth in this policy apply to all electronic and on line materials
(Web , social media, videos , etc. ).
4. Special Agencies
MSU Athletics , Eagle Trace Golf Course, and Kentucky Folk Art Center will retain their
copyrighted marks for restricted use. Other agencies affiliated with Morehead State University
may use the official University logo with permission of the Office of Communications & Marketing .

C. Media Relations
1. General Procedures
All official news and information commun icated to the news med ia by Morehead State University
as "official" news releases , statements, tips, and reports , shall be initiated and approved in
advance by the Office of Commun ications & Marketing (Media Relations).
The University may choose to state its position through the issuance of official press releases or
through verbal comments by an official news media spokesperson . All media inquiries should be
reported as soon as possible to the Media Relations Director. The Director may
determine that the University's interests would be best served by responding directly to the news
media representative or by referring them to another official No member of the University
community is proh ibited from responding to news media inquiries but only designated
spokespersons are authorized to issue official statements on matters of institutiona l policy.
2. News Conferences
All official Morehead State University news conferences are to be planned , coordinated , and
arranged through the Office of Communications & Marketing. The necessity
and appropriateness of all news conferences shall be determined by the Chief of Staff, the Vice
President of University Advancement, the Assistant Vice President for Communications &
Marketing and/or the Media Relations Director.
3. Official Spokesperson
The Chief of Staff or his/her designee (the vice president with related area of responsib ility) shall
be the official University spokesperson . In "crisis" situations, the official spokesperson or
designee shal l have sole authority for making statements about the University's "position"
concern ing the "crisis ." The MSU Police Department, in collaboration with the Offices of
Communications & Marketing and Information Technology, is responsible for dissemination of
emergency management/police information and alerts.

D. Review
Th is policy shall be reviewed by the Vice President for University Advancement and the Assistant
Vice President for Communications & Marketing annually or as needed .

Approved by: Wayne D. Andrews , President

q_h~/)~
//CJ_,._

Date : _ _

UAR NUMBER: 702.01
TITLE: Commun ications, Media Relations, & Marketing Policy
ORIGINATOR: Jami Hornbuckle
INITIAL ADOPTION: 09/28/2010
REVISION DATES: N/A
PURPOSE: The Morehead State University Office of Communications & Marketing has primary
responsibility for the coordination of an integrated marketing communications and branding
program. This policy covers such activities as media relations , news releases , official
statements , University publications, advertisements, the institutional Web site and social media
presences, and other official forms of communication . It also serves to describe the procedures
to be followed when using the University logo , seal, or name in materials.
SCOPE (Who is covered by this UAR?): All Morehead State University personnel and other
affiliated employees. The Department of Athletics will be exempteq ; however, Athletics will
follow institutional branding campaigns and guidelines where appropriate and will coordinate
marketing efforts with the Office of Communications & Marketing .
APPLICABILITY: This regulation applies to all Morehead State University employees,
departments, programs, offices and officially affiliated agencies, unless otherwise noted.
RESPONSIBILITY: The Division of University Advancement/Office of Communications &
Marketing has primary responsibility for this UAR. The Chief of Staff and Vice Presidents are
responsible for ensuring that this regulation is administered.
RELATED REFERENCES: UAR 331.01 , UAR 700.01, UAR 701.01
GUIDELINES
A. Branding
1. Logos and Marks
The seal , logos, word marks, and mascot of Morehead State University are copyrighted. They
may be used only with the authorization of the University through the Office of Communications
& Marketing or the Assistant Director of Alumni & Constituent Relations (Licensing Coordinator).
Likewise, the name of the University may not be used for commercial purposes or purposes
other than official business without the express consent of OCM .
2. The Official Name
The official name of the University is Morehead State University.
a.
b.
c.
d.

The official university name (Morehead State University) should be used
in first references in all formal communications.
Second references may be abbreviated as Morehead State or MSU.
The University shall not be referenced as simply Morehead.
Regional campuses shall be referenced as Morehead State University or Morehead
State at (insert location) or MSU at (insert location).

3. Additional Style & Branding Guidelines
Additional style and branding guidelines are available through the online Branding Style Guide.
All offices, programs and departments affiliated with Morehead State University are required to
follow this guide.

B. Printed & Electronic Marketing Communications

1. General Procedures
University departments preparing publications (newsletters , magazines , booklets, fliers , program
brochures, posters , signs, etc .), advertisements (electronic and print) , photographs, Web pages ,
and/or audio-visual presentations intended for an external audience must first contact the Office
of Communications & Marketing . OCM must approve all external audience marketing
communications . Academic and conference presentations are not subject to this review.
The Office of Communications & Marketing will review and authorize each print project, then
assign each project a job number and either:
a. write, edit, design and produce the piece(s) and arrange for printing through
Document Services;
b. assign the job to an authorized off-campus vendor for editorial, graphic and/or printing
production should these services be unavailable on campus; or
c. work closely with campus representatives to complete the project within University
standards for the intended audience.
In most cases, the originating department will be responsible for costs associated with
producing a/the product(s).
Electronic advertisements , Web pages , videos, and audio-visual promotional programs will also
be assigned a job number and , in most cases, be executed or coordinated by the Office of
Communications & Marketing. At its discretion, the Office of Communications & Marketing may
assign such jobs to authorized off-campus vendors for production .
OCM has responsibility for final approval of all text, messages, design , photographs, Web page
content and design, graphic representations and artwork for work it prepares and for vendorassigned jobs.
All copying and printing is to be completed through Document Services. Document Services, a
unit within Auxiliary Services, will accept only those purchase requisitions for composition ,
printing, advertising, photography and/or audio-visual services that bear the approval of the
Office of Communications & Marketing .
Document Services , authorized vendor(s) , and/or campus representatives will operate under the
Office of Communications & Marketing direction with regard to editorial style (including
approved University facts), graphic standards and University messages and images. OCM will
supply the vendor(s) with editorial and graphic style guidelines and updates as appropriate.
Web Content Authors and Contributors will adhere to MSU style via Web templates as delivered
within the institutional content management system.
All university advertising placement/buying should be coordinated through the University's
centralized media buying process by contacting the Office of Communications and Marketing to
ensure 1) appropriateness and consistency of University messaging and image and 2) that the
university receives the most competitive rates possible for all its advertising purchases.
Departments preparing publications for large groups of employees for the purpose of
communicating University business outside of a memo (i.e. newsletter, video, multimedia
presentation), should follow the above steps. Departments preparing materials that will be seen
or used by small groups of internal audiences or used with students in the classroom may either:
a. handle their own arrangements for formats based on the University's Branding Style
Guide, where applicable; or

b. contact the Office of Communications & Marketing, which will suggest production
arrangements for the department.
2. Letterhead , Envelopes , Business Cards and Direct Marketing
University divisions and departments must comply with standard layouts for letterhead,
envelopes, business cards and other direct marketing mail pieces.

3. Digital Publications
The procedures and guidelines set forth in this policy apply to all electronic and online materials
(Web, social media, videos , etc.).
4. Special Agencies
MSU Athletics , Eagle Trace Golf Course, and Kentucky Folk Art Center will retain their
copyrighted marks for restricted use. Other agencies affiliated with Morehead State University
may use the official University logo with permission of the Office of Communications &
Marketing.

C. Media Relations
1 . General Procedures
All official news and information communicated to the news media by Morehead State University
as "official" news releases , statements, tips, and reports, shall be initiated and approved in
advance by the Office of Communications & Marketing (Media Relations).
The University may choose to state its position through the issuance of official press releases or
through verbal comments by an official news media spokesperson. All media inquiries should
be reported as soon as possible to the Media Relations Director. The Director may
determine that the University's interests would be best served by responding directly to the
news media representative or by referring them to another official No member of the University
community is prohibited from responding to news media inquiries but only designated
spokespersons are authorized to issue official statements on matters of institutional policy.
2. News Conferences
All official Morehead State University news conferences are to be planned , coordinated , and
arranged through the Office of Communications & Marketing. The necessity
and appropriateness of all news conferences shall be determined by the Chief of Staff, the Vice
President of University Advancement, the Assistant Vice President for Communications &
Marketing and/or the Media Relations Director.
3. Official Spokesperson
The Chief of Staff or his/her designee (the vice president with related area of responsibility) shall
be the official University spokesperson. In "crisis " situations, the official spokesperson or
designee shall have sole authority for making statements about the University's "position"
concerning the "crisis ." The MSU Police Department, in collaboration with the Offices of
Communications & Marketing and Information Technology, is responsible for dissemination of
emergency management/police information and alerts.

D. Review
This policy shall be reviewed by the Vice President for University Advancement and the Assistant
Vice President for Communications Marketing an
lly or as needed.
Presidential Approval
Date

MOREHEAD STATE UNIVERSITY AD.MINISTRATIVE REGULATION
(UAR)
Number:
Title:

900. 01

Procedure for Release of Sensitive Student Information

Originator:

President

Initial Adoption:

1 / 7 / 91

Revision Dates:
I.

Purpose: To identify procedures for the release of sensitive student
information.

II.

Procedural Reference for:
X KRS, specify 164.283 Student Academic Records
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify _ _ _ ____,.;._ _ _ _ _ _ _ _ _ _ __
_ _ UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
x Other, specify __-F~E~R_P_A_ _ ____,__ _ _ _ _ _ _ _ _ _ _ __

III.

Scope (Who is covered by this UAR?):
Sensitive information is defined as student ACT and other
scholastic test scores, gender, race, age, and grades.
University students ( past and present )

Attach a description of the UAR.

C. Nelson

MOREHEAD STATE UNIVERSITY ADMINISTRATIVE REGULATION
(UAR)
Number:
Title:

901.02

Regulations Governing Inspection of the Public Records of Morehead
State University

Originator: C. Gerald Martin
Initial Adoption: February 21, 2000
Revision Dates: April 4, 2001
I.

Purpose: To establish rules and regulations regarding the inspection and
reproduction of the non-exempt public records of the University, pursuant to KRS
61 .876 .

II.

Procedural Reference for:
X
__
__
__
__

Ill.

KRS, specify ~6~1~.8~7~0~to~6~1-~88~4~-------CHE policy, specify _ __ _ _ _ _ _ _ _ _ _ _ __
BOR policy, specify _ _ _ _ _ _ _ _ _ _ _ _ _ __
UAR, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Other, specify _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Scope (Who is covered by this UAR?): Any component of the University
responsible for the production and/or maintenance of public records .

Attach a description of the UAR.

(Description Attached)

Date

UAR Distribution List
The following shall receive a copy of the UAR#

901 .02

Titled:

Regulations Governing Inspection of the Public Records of Morehead State
University

Date:

April 4, 2001
X

Executive Vice President for Academic Affairs
and Dean of Faculty

X

Vice President for Administration and Fiscal Services

X

Vice President for Student Life and Dean of Students

X

Vice President for University Relations

X

Academic Deans

X

Faculty Senate

X

Staff Congress

X

Student Government Association

X

University Archives/CCL - Clara Keyes

Others:*
Registrar

1II originals will be filed in the Office of Academic Affairs, H-M 205.
*Appropriate VP is responsible for distribution to those people in his/her division.
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Number:
Title:

901.01

Regulations Governing Inspection of the Public Records
of Morehead State University

Originator:

c.

Initial Adop~:

Gerald Martin
Febr ua r y 21, 2000

Revision Dates' \

I.

Purpose: To e tablish rules and regulations regarding the
inspection and rep eduction of the non-exempt public records
of the University,
to KRS 61.876.

II.

Procedural Reference f r:

x KRS, specify
61. 870 to 61. 884
_ _ CHE policy, specify _ _ _ _ _ _ _ _ _ _ _ _ __
_ _ BOR policy, specify_---'---------------- - - UAR, specify _____- ______________
___ Other, specify _________,_____________
Ill.
Scope (Who is covered by this UAR?):
Any component of the University
responsible for the production and/or maintenance of public records.

Attach a description of the UAR.

(Description Attached)

Approved by:

:Z-/21I/ 00
Date
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UAR 90 1. 01

Title:

Regulations Governing Inspection of the Public Records of
Morehead State University.

Purpose:

Pursuant to KRS 61.870 to 61.884, the public is notified that the
non-exempt public records of Morehead State University are open
for inspection during regular business hours upon written request
to the official custodian of the records as set forth hereinbelow.

Applicability:

The principal office of Morehead State University is the Office of
the President, located at 201 Howell-McDowell Administration
Building, University Boulevard, Morehead, Kentucky 40351, and
the President shall be the official custodian of the public records of
Morehead State University. The regular business hours for the
Office of the President are 8:00 a.m. to 4:30 p.m., Monday through
Friday.
Requesting parties will be notified in writing within three (3)
working days after receipt of the request for inspection as to the
availability of the records requested or of any reason why the
requested records are not available.
Upon written request, copies of written material in the non-exempt
public records of Morehead State University will be furnished to
any person requesting them for non-commercial purposes upon
payment of a fee of ten cents ($.10) per page. Copies of nonwritten records (e.g. , photographs, maps, material stored in
computer files, library items, etc.) shall be furnished in standard
format upon payment of a charge equal to the actual cost of
producing copies of such records by the most economic process
not likely to damage or alter the record. If said copies of written
and non-written materials are requested to be mailed, such will be
mailed upon receipt of all fees and the costs of mailing.
Upon written request, copies of the non-exempt public records of
Morehead State University will be furnished for commercial
purposes in accordance with the provisions ofKRS 61.874(4)(5).
For all requests for commercial purposes, a certified statement will
be required from the requesting party stating the specific
commercial purpose for which the records are to be used.
Additionally, the requesting party shall enter into a contractual
agreement with Morehead State University limiting the use of the
records to the specific commercial purpose enumerated in the
certified statement. A reasonable fee will be established for each
commercial request, and will be set forth in the aforementioned
contractual agreement.
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UAR Number:
Title:
Originator:
Initial Adoption:
Revision Date:
Purpose :

902 .01
Morehead State University Tobacco Use Policy
Vice President for Student Life
Vice President for Administration and Fiscal Services
6/29/2011

To promote a healthy Un iversity Community

Scope:

This policy is in effect for all persons, at all times, who are attending classes,
working, living, visiting, attending/participating in athletic events, programs, and
all activities and programs on University owned, leased, or controlled property
and in campus owned, leased, or rented vehicles . This in cludes University
property outside the main campus such as farm facilities, golf courses, art
galleries, parking lots, performance venues, and sporting venues, and functions
that are held in these facilities and venues.

Definitions:

Tobacco is defined as all tobacco-derived or containing products, including but
not limited to cigarettes (clove, bidis, kreteks), cigars and cigarillos, hookahsmoked products, and oral tobacco (spit and spitless, smokeless, chew, snuff)
and those devices/products giving the appearance tobacco use such as
electronic cigarettes (e-cigarettes).

Description:

Morehead State University acknowledges and supports the findings of the
Surgeon General that tobacco use in any form, active and/or passive, is a
significant health hazard. We further recognize that environmental tobacco
smoke has been classified as a Class-A carcinogen and that there is no safe level
of exposure to environmental tobacco smoke (ETS), a recognized toxic air
contaminant . In light of these health risks, Morehead State University has
adopted a NO TOBACCO USE policy.
Tobacco use is prohibited on all University owned, leased, or controlled
property and in Un ive rsity owned, leased, or rented vehicles . This includes but is
not limited to all University sidewalks, parking lots, landscaped and recreational
areas; at lectures, conferences, meetings and social/cultural events held on
University-owned or controlled property; in vehicles owned and/or op erated by
the University; in privately owned vehicles parked on, or in transit across
University property; and in the interior of all buildings and University
residences, including residence halls and fraternity and sorority houses on
campus .
Tobacco use is prohibited in all buildings, including the pro shop, barns, sheds,
covered pavili ons and work areas, animal care facil ities, and storage structures
at the Eagle Trace Golf Course, University Farm and Browning Orchard .
This policy applies to all faculty, staff, students, visitors, clients, contractors and
vendors . This policy is in effect at all times (twenty-four hours a day, seven days
a week) .

Advertising, Sa le or Promotion of Tobacco Products:

All tobacco industry promotions, advertising, marketing, and distribution are
prohibited on campus properties. The distribution or sampling of tobacco and
associated products is prohibited on all University owned, leased, or controlled
property and at University-sponsored events, regardless of the venue.
The sale of tobacco products and tobacco-related merchandise (including items
reflecting logos) is prohibited on all University property and at University
sponsored events, regardless of the operating vendor. Tobacco industry and
related company sponsorship of athletic or other events is prohibited.
The Un iversity does not permit tobacco companies on campus to conduct
student recruitment or employment activities.
The University does not accept any direct or indirect funding from tobacco
companies .
Approved by : Wayne D. Andrews, President Date: 6/24/2011

UAR NUMBER: 907.02
TITLE: Administrative Officer in Charge During Absence of the President
ORIGINATOR(S):
President

INITIAL ADOPTION: 07/30/2018
REVISION DATE(S): 06/06/20 19
AUDIENCE: (SELECT All THAT APPLY)
✓ FACULTY
✓ STAFF
✓ STUDENTS

VENDORS

OTH ER (SPECIFY):

PURPOSE:
;tablish a very clear line of administrative decision-making authority during any temporary absence of the President
)m the campus and/or general area.

SCOPE:
MSU Administration, staff, faculty and tudents

DESCRIPTION (INCLUDE DEFINITIONS):
So that Morehead State University bas a very clear line of admini trati ve deci sion-making authority during any temporary
absence of the President from the campus and/or general area, the following delegation of admini trative officers shall
serve as a listing of the temporary 'Officer in Charge' (OIC) .
An absence of the President could include his/her pro longed travel absence, work-related absence, or personal-related
absence from the campus and/or general area result ing in an period of time when he/ be is unreachable in person or by
telephone for a significant period of time, and an urgent campus decision must be made.
An urgent campus decision could include a campus emergency, inclement weather decision, or other general
administrative urgency when the President of the University is unavai lable in person, or unreachable by telephone, and a
time-based critical decision must be made on behal f of the Uni versity.

Administrative Officer in Charge by Title :
l .) University President
2.) Provost and Vice President for Academic Affairs
3.) Vice President for Student Affair
4.) Vice President for University Advancement
5.) As ociate Vice President for Facilities and Operations
6.) Associate Provost for Undergraduate Education and Student Success
7.) As ociate Provost for Research and Dean of the Graduate School
8.) Associate Vice Pre ident for Regional Education and Outreach
9.) A sistant Vice Pre ident/Dean of Students
In known absences from campus and/or the general area, the President will make every effort to communicate to the
individual that they are identified as the OIC and for the dates thereof, as well as to inform the MSU Chief of Police and
the staff within the Office of the President.
In conjunction with any event requiring a temporary adm inistrati ve OIC, the requisite OIC shall make every effort to
reach the President, as well as to confer with the appropriate indi vidual(s), which may include the MSU Police
Department, General Counsel, Human Resources, and/or other appropriate university staff and individuals before making
ubstanti ve decisions.
The appropriate OIC shall also take into consideration the MSU Emergency Operations Plan (EOP), and shall confer
and/or defer to the MSU Chief Police in times in which law enforceme nt based decisions are present.
The MSU Police Department Office shall serve as the University' "Incident Command Center" in times of campus crisi ,
and Admini trative Officers noted above may be asked to meet there upon recommendation of the President, OIC, and/or
MSU Chief of Police.

APPROVED BY:

VI CE PR ESIDENT:

DATE:

77/·17

APPROP RI ATE INSTITU

DATE:

7 - 11 ~10

PRESI DENT:

DATE:
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